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400 SHEETS STANDARD BOND 400 SHEETS WAYLITE 


2 in. BINDER 1 in. BINDER (SAVE $1.05) 
TOTAL WEIGHT 6 Ib. 9 oz. TOTAL WEIGHT 4 Ib. (SAVE 2 Ib. 9 oz.) 
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WEIGH THE FACTS, ' AND YOU'LL CHOOSE WAYLITE, Show the boss you know how to 


cut costs without sacrifice of quality—and you’re on your way! Here’s one good tip: look into WAYLITE 
Lightweight Papers for your next printing job. WAYLITE gives you lots more finished pieces per pound 
...and it saves on postage. That’s because WAYLITE weighs less, mails for less. In February, 1960, one 
large firm saved $4,000 just this way. 

As for showthrough—don’t worry! WAYLITE Paper has the opacity and brightness of most white 
paper twice its weight. 

For jobs that look good and savings that make you look good, write us today. You'll get a special 
WAYLITE Mailing Weight Comparison Chart plus some additional suggestions on ways to make WAYLITE 
work for you and yours. 

Olin Mathieson, Ecusta Paper Products, Pisgah Forest, North Carolina. 
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OLIN MATHIESON 
Packaging Division. Ecusta Paper Products 
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Tape on an Inventory! 


Convincing way to substantiate facts with clearly printed proof 


Only a Remington Rand “99” can print a tape like this! It reads from top to 
bottom as easily as the final inventory sheet based on it... date, department, 
catalogue numbers, total! A tape anyone can understand—today or next year 
— no matter how complicated the problem. Why? Because the “99’s” exclusive 
Control Key eliminates confusing figures ... actually makes operation simpler. 
For complete information call your nearest Remington Rand Office or write Room 
120MM, Remington Rand, 315 Park Avenue South, New York 10, N. Y. 


Memington. Frarnd. 
DIVISION OF SPERRY RAND CORPORATION 
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Christmas bonuses: who gives them and why? .. ..............cccceccecccccacccecce 20 


How common are Christmas bonuses? Is there a trend toward or away from giv- 
ing them? What are the pros? Cons? This survey report gives the answers. 


How to build a fast growing business abroad with a foreign base corporation .......... 41 
Alert U.S. firms expand abroad with tax free dollars. Method: a foreign base 
corporation. It’s a low cost way to crack new markets and get high returns. 


What to do when government contracts are cancelled (Licheelanb en oeke cae 
Severe losses can result from cancelled government contracts. This case his- 
tory report shows you how to neutralize the blow of a contract termination. 


How to double or triple your reading speed................. 0.0... cee weee jee 
Quicken your reading speed and you'll have more time to get things done. 
This second of five articles shows how to cut your reading time in half. 


How to halt a communications parade ........ ........0cc cee eeee SET ETC LET Tae 
When employees parade around in order to communicate, time and money are 
wasted. Usually the waste compounds itself. Here’s how to stop it. 


NN SE ee ere re eS ee 
Your plant may actually invite thievery. This checklist article shows how to 
set up low cost, do-it-yourself protection that can save thousands each year. 


¢ 


Noise, heat and vibration are barred from this in-the-plant office. It gives 
supervisors a place for desk work and meetings and can be moved easily. 


This movable plant office saves time and money...............2006. anaes ebaccwate Aa 


ek a rc rs ike ae 
Your list of customers and prospects is a priceless steppingstone to higher and 
higher sales. Here, an expert tells how to use that list to sell more. 
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I ndex to advertisers 


Coming next month 


Next month’s issue features an 
article on tension—the executive 
killer. It points out that you don't 
have to sacrifice your health for suc- 
cess and prosperity as a business- 
man. In fact, if your job is eating 
into your health, there’s something 
wrong with either you or your job. 
The happy truth is that you don't 
have to give up the pleasures of the 
good life in order to protect your 
health. Just a handful of common 
sense guides will protect you from 
the insidious destruction of tension 
and other occupational hazards of 
your management job. Don’t miss 
this key article; it is based on the 
findings of a doctor who has made 
a life-long study of executive health 
habits. 





Subscriptions 


In United States and Possessions, one year $5.00; 
two years $9.00. Canada and Mexico one year 
$6.00. Foreign subscriptions $10.00. Single copies 
$.75. When possible, back issues or tearsheets of 
articles will be provided. Enclose $1.00 for each 
back issue and $.50 for each back article re- 
quested, to cover costs of handling. Make checks 
payable to Management Magazines, Inc. 


Change of address 


To insure continuous service, send your new ad- 
dress (and moving date) 45 days before moving. 
Include old address as it appeared on previous 
issues (if possible send label from magazine). Do 
not depend on the post office to forward either 
the change of address or your magazine. Man- 
agement Methods is a_ registered trademark. 
® Registered trademark. 
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for “SAFE-GUARD” Moving Service 


Whether you’re planning to exhibit in a single city ... or sched- 
uling a cross-country tour ... you'll like the personalized care 
United’s “SAFE-GUARD” moving service provides. 

Door-to-door delivery on one bill of lading is handled for 
you by United’s display moving specialists. And United’s 
new custom-designed Sanitized* vans afford full protection— 
without costly crating—plus greater loading flexibility and 
convenience. 

When the occasion calls for putting your show “on the road” 
call the reliable United Agent. He’s listed under “MOVERS” 
in the Yellow Pages. 


*REG. U.S. PAT. OFF. 
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Do you get 
what you pay for 
with Honeywell 800..? 





VOU 
GET 
MUCH 
MORE! 


The ability to do up to 
8 j0bs sumultaneously 

















We say Honeywell 800 will process more data per dollar per working day than any high-speed electronic system 
now on any office floor (or on any drawing board). We can afford to say this, because Honeywell 800 lets you process 
up to 8 jobs all at once. And we’re including big, company-size jobs — like running off a payroll, scheduling produc- 
tion, controlling inventory, or preparing a complete sales analysis. Each job has its own program, too. No complicated 
system of priorities or costly super-program is needed. In a way, you get up to 8 individual computers to work with. 


You can see how this versatility (we call it Automatic Parallel 


Processing) cuts operating time and costs to the bone. To find out Honeywell 


more about this Automatic Parallel Processing and many other 
design ‘‘firsts’”’ built into Honeywell 800, just write Minneapolis- 
Honeywell, Datamatic Division, Wellesley Hills 81, Mass. 
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Fiberlite wastebasket is light as Every Day® files speed sort- Handsome, sturdy Streamliner® 
a feather—wears forever. Fiber- ing and filing—give your Desk Tray holds papers at a slant 
glass reinforced, easy to clean, office a systematized follow- for faster, easier pick-up. 

always looks new. up for mail, etc. 






Convenient Filing 
Shelf hooks on near- 
by file drawer pull, 
Agate Card Trays keep im- Eclipse Box Files combine neat holding papers to 
portant and often-used re- appearance with service to keep be filed. Frees both 
cords at hand. Sturdy slate- work data and other current ma- hands for faster, 
blue tray holds 1000 cards. terial at hand. easier filing. 









more attractive, (im 
more productive jeaeieenem 





U-MAK-A Index Tabs save time. 





. venient continuous flow May be cut to exact size—no 
office package. Ideal for faster labeling waste. Pica spoced for faster 
| = nf 


of anything in your office. typing. 
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... With these modern Globe-Wernicke Office Aids 


Every day, you and the people in your office, use nearly 

60 different office items in your work. If these are not 
reducing your work load, they may be losing money for you, 
Here's how G/W office aids and accessories will make 





. . THE GLOBE-WERNICKE CO. 
your business day more pleasant and more productive. cimeimwents 55, Bute 


See the complete line of Globe-Wernicke office accessories at your Globe-Wernicke Makes Business a Pleasure 
nearest G/W dealer* today, or write us direct for free booklet. Dept. F-12 "Dealers listed in Yellow Pages under “Office Equipment™ 
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Farmers Insurance uses Dictaphone Interview Recording 


One DICTABELT record serves as: adjustor’s report, 
company’s record and court’s evidence. 


The Farmers Insurance Company of California 
pioneered the use of voice recording for the reports 
on which claims adjustments are based. Farmers 
Insurance checked carefully before supplying its 
nation-wide staff of claims adjustors with Dicta- 
phone Time-Masters. Their report states: ‘‘The 
Time- Master delivers the highest quality of record- 
ing and reproduction of any machine tested.” In 
making their choice of the DIRS, service was im- 
portant, too, and Dictaphone with more complete 
service in more locations than any other company 
was what they wanted. 


Dictaphone’s interview recorder gave Farmers 
Insurance adjustors a small, lightweight portable, 
operable anywhere, that was the most ruggedly 
built of all the machines studied. 

And the Dictabelt record, the heart of the Time- 
Master, was especially suited to their requirements. 
Its 15-minute length covers virtually all interview 
times, costs just 4¢, is easily transcribable, mailable 
and fileable. And since it is permanent and unal- 
terable, it is admissible as evidence. 

Now, each Farmers Insurance adjustor can get 
better statements, handle more claims more effi- 
ciently, completely and economically. 

This is tremendously important to all concerned, 
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Santa kept on delivering Milton Bradley games because 
“Heller stepped in when we needed finances most” 


Long a leader in games and school supplies, Milton 
Bradley Corporation, Springfield, Mass., faced a 
dilemma. An unexpected need for heavy purchase of 
raw materials in a rising market had collided 
head-on with the need to pay up notes. 

“To preserve the company and at least provide 
means to pay everybody eventually, we ordered the 
materials,” relates James J. Shea, Sr., Milton Brad- 
ley’s President. ‘““Then Heller, called into the emer- 
gency by our banks, developed a plan which 
provided us with the financial lifeblood to stay in 
business.” 

Many are the uses of money in business and 
many are the individual Heller plans for using it. 
But always the ingredients of the basic formula are 


the same: Good businessmen, and creative financing 
—each useless without the other, but extremely 
potent together. If your annual sales are upward of 
a quarter million, our booket explaining Heller serv- 
ices may suggest how to strengthen your position 
and increase your profits. For your copy, write Dept. 
MM-12 today. There’s no obligation whatever. 


WALTER E. HELLER & COMPANY 


One billion dollars annually for industry 


105 West Adams Street, Chicago 90 
342 Madison Avenue, New York 17 
Fulton National Bank Building, Atlanta 3 


Walter E. Heller & Co. of California 
849 S. Broadway, Los Angeles 14 
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Instant Space Control 3% by Mills 


When your office force explodes, send for Mainliner by Mills—the only free-standing office partition built to match 
the flexibility and long-lasting economy of Mills full-height wall systems. The same Mills thoroughness that 
creates superior full-height walls endows the Mainliner with extra value in construction, finish and versatility. Mills 
representatives will be pleased to provide you with a Planning Kit especially prepared to aid you in space- 
conditioning your offices. For your copy write to The Mills Company; since 1921, manufacturers of movable wall 


systems; 945 Wayside Road, Cleveland 10, Ohio. 























Space-Conditioning: 

a total concept by Mills. 
Control « Comfort 
Privacy « Efficiency 
Beauty 
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Plenty of plant sites 
with husky profit potential 


are waiting for you 


in UPSTATE,NLY. 
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Here, in the 22,000 square miles served by Niagara Mohawk, nearly every 
type of industry can find the plant site admirably suited to its needs... the 
site from which to serve the richest market in the world...the great Northeast. 


We can help in your search for a profit- 
able site with fast, expert, confidential 
assistance. You can benefit from our com- 
prehensive inventory of buildings and 
sites and the intimate, detailed knowledge 
of our district managers about the com- 
munities we serve. We'll gladly assist in 
specific research you need in your search 
for the ideal location. 

Before youchoose a plant site, learn all the 
advantages waiting for you in Upstate, 
N.Y.: a wealth of natural resources... 
plenty of low-cost electric power...abun- 
dant water ...a solid labor force...a most 
attractive political and economic climate 


... healthy, diversified industrial neigh- 
bors prospering here. Transportation is 
particularly attractive; the growing net- 
work of superhighways, the St. Lawrence 
Seaway, the Barge Canal and excellent rail 
and air service combine to provide fast, 
dependable access to the rich northeastern 
market and Canada and to the seaports of 
the world. 

For complete information on the services 
we offer. ..and for concrete help in your 
search ... write, wire or phone Director of 
Area Development, Niagara Mohawk 
Power Corporation, Dept. MM-12, 300 
Erie Blvd. West. Syracuse 2, N. Y. 


NIAGARA é”) MOHAWK 


BUSINESS MANAGED © TAXPAYING 
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Letters 


Weight and air freight 


Sir: Obviously, your article [Why 
the big swing to air freight?, Nov. 
60] was written by someone who 
has studied the air freight industry 
very closely . . . the article is ex- 
ceptionally well done, is factual and 
contains most of the “plusses” of 
air freight. 

Perhaps I can help clarify some 
of the points brought up by those 
companies that responded to the 
survey that you reported in your 
article. There was a section oy 
titled “Why don't you ship by air? 
which included some common rea- 
sons why some companies don't use 
air freight. 

According to your article, the first 
reason why more firms don't use air 
freight is that they consider the 
average weight of their shipments 
too high. Actually, this is a reason 
why shay should use air freight, 
because 1) of the minimum charge 
in air freight and 2) that rates tend 
to come down as w eights increase. 
If a shipper’s average weight is 
high, he gets a better buy for his 
dollar than a shipper whose weight 
is considerably lower. I don't think 
that they really find the average 
weight of their shipments too high. 
[ think that what they meant in re- 
plying is that the rate was higher 
than they felt they could pay. 

Several firms thought that air 
freight was too costly. Transporta- 
tion—as we all know—is only a small 
part of distribution. It is my feeling 
that all of the factors entering into 
the total distribution dollar should 
be considered: items such as taxes, 
capital turnover, reduced inventory, 
transportation, etc. Since distribu- 
tion represents approximately 59 
cents out of each dollar spent to 
produce and sell a product, obvi- 
ously it should be thoroughly ex- 
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WHERE DO YOUR SPIRIT MASTERS RANK IN THE 





Columbia 
Cleanliness 
Index 


The Cleanliness Index dramatically demon- 
strates the wide gap in the cleanliness of 
spirit masters—ranging from the grime and 
aggravation of ordinary uncoated purple 
masters to the immaculate performance of oe 
Columbia's supercoated, super clean Mara- a 
thon Blue Ready-Masters. 





It could be quite a revelation to find out 
just how clean your spirit masters really are 

. not only in the preparation, but in the 
handling and duplicating as well. It could 
also result in quite a saving in time and 
money, to say nothing of the improvement 
of the quality of your duplicating. 


Columbia salesmen are anxious to demon- 
strate these differences at no cost or obli- 
gation to you. They'll also be happy to ad- 
vise the correct master for a job that’s par- 
ticularly troublesome to you. Write for a 
free demonstration of the Cleanliness Index. 
Ready-Master Division, Columbia Ribbon & 


Carbon Mfg. Co., Inc., 10212 Herb Hill Road, 
Glen Cove, N. Y. 


Columbia Research and Develop- 
ment, backed by more than a half 
century of pioneering leadership, 
constantly seeks out the ultimate 
in spirit master cleanliness. The 
Marathon Blue Ready-Master is the latest in a long 
line of key developments in the cause of cleanliness. 


=> 
4 
ey 
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MARATHON BLUE READY-MASTERS 





Columbia Ribbon & Carbon Mfg. Co., Inc., Glen Cove, N. Y. 


Columbia Ribbon & Carbon Pacific Inc., Duarte, Calif. 
(Circle number 107 for more information) 
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LOOK AT 


NEW 
JERSEY 


FACTS! 
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For your copy of “The 
New Jersey Story” write 
‘to Manager, Area Devel- 
opment, Box A, Public 
Service Electric and Gas 
Company, 96 Park Place, 
Newark I, New Jersey. 
All requests confidential. 












from your 
angle 


Locate your plant in New 
Jersey and have an army of 
skilled and semi-skilled workers 
readily available! Have one-third the 
nation’s population within overnight 
shipping distance! Capitalize on the 
facilities offered by over 500 research 
laboratories! Join with 61 of the top 75 
companies in America who have opera- 
tions here! Look at all the angles and 
see why industry succeeds in New 


Jersey—at the Crossroads of the East! 
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amined—including the transporta- 
tion. 

This brings me to the point of 
who makes the decision to use air 
freight. Should it be the shipping 
clerk who differentiates between 
carriers in the same mode of trans- 
portation? Should it be the purchas- 
ing agent or the traffic manager? 
Or should corporate management 
examine the overall distribution pic- 
ture in order to select the best trans- 
portation method? We feel that this 
should be a top management deci- 
sion with the traffic manager taking 
part, instead of simply being an in- 
dividual who determines which 
truckline, which railroad or which 
airline to use. 

The third reason that some firms 
do not use air freight was given as, 
“Our present distribution operation 
is adequate.” In my opinion, anyone 
who is satisfied with what he is do- 
ing is not as progressive as his man- 
agement would like him to be. The 
same comment would apply to 
those who are satisfied with their 
other services 

Your survey report, in my opin- 
ion, was exceptionally well done 
and I know that it cannot he lp but 
stimulate a considerable amount of 
thought among your readers who 
have not yet e xplore -d the many ad- 

vantages of air freight. 


JOHN POGUE 
MANAGER OF CARGO 
DELTA AIR LINES, INC. 
ATLANTA 


Among the missing 


Sir: It came as somewhat of a 
shock that your October issue failed 
to mention the international Sys- 
tems and Procedures Association in 
the “Associations that can serve 
you article. 

Assuming that you want your 
magazine to be complete, we sub- 
mit the following information about 
our organization: 

Systems and Procedures Associa- 
tion, 4463 Penobscot Building, De- 
troit 26. 

Dar E. Tisdale, Executive Secre- 
tary. 

Membership: 3,300 systems ana- 
lysts, supervisors, managers, and 
administrative executives. 

Publications: S¢>P Magazine, five 
annual issues; special reports and 
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books. All are available to non- 
members. 

Services: Distribution of results 
of research studies, exchange of 
ideas on systems, restrictive em- 
ployment service. 

Meetings: 72 chapters throughout 
the United States, Canada and 
South America hold regular monthly 
meetings. Numerous regional con- 
ferences. Annual International Sys- 
tems meeting. 

Membership Cost: Varies ac- 
cording to individual local chapters, 
usually from $25 to $50 annually. 


DAR E. TISDALE 

EXECUTIVE SECRETARY 

SYSTEMS & PROCEDURES ASSOCIATION 
DETROIT 


Read more in less time 


Sir: I have read with considerable 
interest, the first of your series of 
articles on the subject of improving 
reading skill (see page 50). With 
the constantly rising amount of 
“must” reading in business and in- 
dustry, every manager and techni- 
cal specialist must learn to read 
more in less time. 

It might interest you to know 
that in response to hundreds of re- 
quests from executives of leading 
business and industrial organiza- 
tions, Industrial Education Insti- 
tute, in cooperation with The 
Reading Laboratory, developed a 
two-day seminar on 
Technical Reading Capacity.” 

At these intensive workshop semi- 


“Increasing 
increasins 


nars, participants are taught funda- | 


mental techniques for improving 
reading skill. I thought you might be 
interested in the results achieved. 

From information received from 
our seminar evaluation forms and 
other sources of feedback, we have 
reached the following conclusions: 

1. By learning and _ practicing 
certain techniques, any manager or 
technical specialist can increase his 
reading speed as much as 100% and 
even more. 

2. In addition to increasing his 
speed, he increases his reading 
comprehension (understanding of 
what he reads) and his retention of 
useful material. 

3. Equally important, the gains 
he makes in speed, comprehension 
and retention are lasting. 

With results like these, any man- 
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ROY TYPE 
RIBBONS 


OVER 
(1000 VARIETIES) 











Only Roytype has the famous Park Avenue 
Silk, the typewriter ribbon that grows 


old without growing gray. Plus over 1000 other 
different kinds of ribbons for every typewriter and tabulator. 


The fact is, the Roytype Park Avenue Silk is the best ribbon 
you can buy today. Here’s why: it has far more strength than 
cotton ribbons, far more ink-holding ability than the nylon ones. 
Costs more, too—but you end up saving because it lasts. 


And it’s just one of the over-a-thousand different quality 
ribbons we can offer. We’ve got them to fit every typewriter 
and tabulator made—and any budget, too. Even one that 
you can insert without a single smudge on your hands... the 
exclusive Royal Twin-Pak. 

Which ones are best for you? Your Roytype representative can 
help you choose exactly the right one—and the right anything 
else, too. He’s got a full stock of office supplies and a whole lot 
of knowledge. Call him. He’ll be there next to immediately. 


A complete line of business supplies... expert help ROYTYPE® 
... and the fastest service, too. 








R 
ROYAL Royal McBee Corporation, Port Chester, N. Y. 


Gentlemen: Please have our Mr. Roytype help us select the proper 
ribbon for our needs. . . and bring a free sample of new Creamee 
Hand Cleaner. 


NAME: 





COMPANY: 





ADDRESS: 
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when selecting 
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And one big reason why so many nationally-known firms 
have selected a site in “U.P.” territory is that they’re 
assured of convenient and dependable freight and pas- 
senger service. No question about that. 


For confidential and helpful information about our fully 
developed plant sites and many other choice industrial 
locations in the eleven western states we serve, call on 
your nearest U.P. office or get in touch with us direct. 
We'll be pleased to serve you. 










POKANE MONTANA 





BUTTE 





WYOMING 
NEBRASKA tOwA —— 
CATELLO OMAHA CO. BLUFFS eee 
CHEYENNE a cccaananannseee™ . ' 
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DENVER 
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MISSOURI 
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40S ANGELES 


Industrial Development Dept. 


UNION PACIFIC 
Kacleoad. 


tONG BEACH 


OMAHA 2, NEBRASKA 
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ager or specialist can improve his 
value to his company and himself 
by taking the time to increase his 
reading capacity. 


FREDERICK W. BRIGHT 
INDUSTRIAL EDUCATION INSTITUTE 
BOSTON 


New product development 

Sm: Your article, “How to skirt 
traps in new product development,” 
[MM, Sept. 60] is one of the most 
helpful and specific articles of its 
kind we have read to date. 

Our own company growth has 
been largely dependent on the ef- 
fective introduction of new prod- 
ucts. I only wish that we had been 
able to have the benefit of your arti- 
cle many years ago when we started 
our new products program. It could 
have saved us a great many prob- 
lems. 

In these busy days when we have 
so little time to read all available 
material, it is a pleasure to find a 
presentation of other experienced 
businessmen in a clear and useful 
manner. I will look forward to many 
other such articles in MANAGEMENT 
METHObs. 


VICTOR GELB 

NATIONAL SALES MANAGER 
WOODHILL CHEMICAL CORP, 
CLEVELAND 


Look before you leap to rescue 


Sm: On page 32 of your July issue 
you carry the story headlined “Gain 
thanks of overtime parkers.” This is 
a most interesting item describing 
a warm-hearted action on the part 
of a hotel: putting a nickel in ex- 
pired parking meters, and attach- 
ing a note of explanation to the car 
rescued, 

But, one of our executives warns 
your readers to check the local law 
before doing the same thing. He be- 
lieves that in Evanston, north of 
Chicago, a man was arrested for 
playing this kind of Good Samaritan 
role. 


A. J. TOBIN 
NORGE DIVISION 
BORG WARNER CORP. 
CHICAGO 
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e NOW MAKE COLOR CODED 


EMBOSSED LABELS ON THE SPOT 


Tapewriter*-Trademark Dymo Industries, Inc. 


WITH A DYMO TAPEWRITER 


3 da all. 


~ YUU 


“Dymo! 
TAPEWRITER 


HAND EMBOSSING TOOL 
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PERMANENT 


self-sticking labels 




















(Illustrated) 
other models from $34.95 





) MODEL M-3 $59.95 


Anyone can make sharp, 
clear, raised-letter labels that 
stick anywhere. Just dial each 

letter (or number) and gently press 
handle... produces crisp, white letters 
against the colored background. 
Finished labels with rounded corners 
—with or without holes. 


Light, compact, built to last. 
Made of rugged aluminum alloy, finished 
in a gleaming chrome-plate finish. 


For use with all DYMO patented 
self-adhering viny] tapes in selection of 
8 colors including clear (a complete 
color-coding selection) . .. metal tapes 
available too. DY MO distributors 
located everywhere . .. ask to see a 
demonstration on your job today. 


SAMPLES AND LITERATURE. 
WRITE US TODAY! 
ADDRESS DEPT. MM-12 





A Complete Color-Coded Identification System 


For cabinets; files; shelves; inventory items; file folders; person- | TD Y IW. ©O | 


alized business presentations; electrical panels; circuits; ownership 4 
identification on hand tools, rental equipment; inter-com systems; 2725 TENTH STREET + BERKELEY 10 
batch numbering and many more uses. CALIFORNIA + U.S.A. 





(Circle number 110 for more information) 
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New and vastly improved 
Bell services like these 
can boost profits for you! 


An experienced telephone 
man like this will tell you 
all about them any time! 
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You're looking at just a few of the many 
new and improved communications 
products the Bell System has available 
today. They are the result of never- 
ending research and development aimed 
at improving operating efficiency and 
profits for businesses like yours. 


They didn’t just happen. They were 
tailored to business needs . . . in Purchas- 





He’s a Bell Telephone Communications 
Consultant, uniquely qualified to help 
you. He’s an analyst, a methods expert, 
a man trained and experienced in the 
application of communications to busi- 
ness necds. 

Have a talk with this man. He'll bring 
you up-to-date on the newest Bell System 


BELL TELEPHONE SYSTEM 


ing, Production, Administration, Sales, 
Warehousing, Traffic, Shipping and Ac- 
counting operations. 

They can help you reduce time- 
consuming detail, spark sales, improve 
service to customers, lower operating 
costs, and increase profits. Nowhere 
will you find better, faster internal or 
external communications services. 


ge 


TRENT 





communications. He’ll appraise your 
daily operations, the layout of your 
premises, and your present communica- 
tions...to determine if and how new 
facilities can better serve you. 

Just call your telephone business office 
and ask for a Communications Consult- 
ant. He will visit you at your convenience. 
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item listed will be sent to you without cost. 





These booklets—promotional and otherwise— 
contain ideas of possible profit to you. Each 


FOR FREE COPIES, USE READER SERVICE CARD OR WRITE DIRECT 


WwW 


Count the real cost of labor 


Here’s a handy device for calcu- 
lating the hidden overhead costs 
that add to the actual cost of labor. 

The circular slide rule indicates 
hourly costs of various fringe bene- 
fits as well as the total for these 
extras. 


For a free cost calculator offered 
by Laborent, Inc., leased personnel 
specialists, circle number 241 on 
the Reader Service Card. 


WwW 
About IDP control panels 

“All Panels Are Not the Same” is 
a new 12-page leaflet prepared by 
MacPanel Co. It reviews the vital 
role of control panels in the efficient 
functioning of data processing sys- 
tems. 

For a free copy of this pamphlet, 
circle number 230 on the Reader 
Service Card. 


WwW 
Office planning kit 

Here’s an office layout aid that 
will prove very helpful in planning 
efficient office layout. 

The kit, furnished by Invincible 
Metal Furniture Co., includes furni- 
ture templates, layout grids and 
step-by-step instructions for plot- 
ting layout. 

For your free kit, circle number 
218 on the Reader Service Card. 


WwW 


Why use magnetic ink? 


A question and answer booklet 
gives the reasons why banks are 
urging universal incorporation of 
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magnetic ink characters on checks 
and deposit tickets. 

The 14-page piece includes dia- 
grams on how to design checks to 
include the common language sys- 
tem that can be read by any check 
processing equipment. 


For this free booklet prepared by 
Moore Business Forms, Inc., circle 
number 231 on the Reader Service 
Card. 


WwW 


N.Y. research lab directory 


More than 1,000 research facili- 
ties are detailed in the 1960 “Direc- 
tory of Industrial Research Labora- 
tories in New York State.” 

Published by the New York State 
Department of Commerce, it in- 
cludes commercial and private re- 


search and testing laboratories, 
their special fields, executives, and 
number of scientists and engineers 
employed. 


For your free copy of this 280- 
page cross referenced research 
guide, circle number 219 on the 
Reader Service Card. 


WwW 
Guide to plant security 


Here is a helpful handbook on 
plant protection. Topics covered in 
the guide, compiled by Detex 
Watchclock Corp., include selection 
of security personnel and equip- 
ment, recommended protection 
routine and report writing. 


For a free single copy of this se- 
curity guide, circle number 228 on 
the Reader Service Card. 





Worth paying for... 


Office Planner’s Digest . .. A trio of fact filled, illustrated guides 
on efficient and pleasing office layout, color and lighting. For a boxed 
set of these three booklets, send $2 to the Wood Office Furniture Insti- 
tute, 1414 Eye St., N.W., Washington 5, D. C. 


How to build job enthusiasm . . . Practical pointers on how to 
spark a worker’s continuing interest in his job and in the company. 
By Ed J. Hegarty, 255 pages, $5.95. Write McGraw-Hill, 327 West 41 


St., New York 36. 


Effective work management . . . Executive guide to coordination 
of people, machines, materials, money and procedures for efficient work 
flow. Authored by Management Consultant Milon Brown, 246 pages, 
$5. Order from the Macmillan Co., 60 Fifth Ave., New York 11. 


Merit employment . 


. « Review of the problems of racial and re- 


ligious discrimination and the techniques and results of combating it 
through merit employment. By Paul Bullock, 101 pages, 75 cents. Avail- 
able from Institute of Industrial Relations, 100 BAE Building, Univer- 


sity of California, Los Angeles 24. 








the most beautiful, 
exctting 
new typewriter 
since 
% typing went 


electric! 





tithe eo, 


THE NEW REMINGTON ELECTRIC OUTSTYLES, OUTPERFORMS, 
OUTSMARTS AND OUTDATES ANY OTHER ELECTRIC IN THE FIELD 


Breathtaking breakthrough into tomorrow! The new Remington Electric heralds a 
new dawn of typing ease and comtort for secretaries —a new age of impeccable 
correspondence for letter-signing executives, too. Available in 6 soft pastel 

colors, this fine performer speedily moves mountains of paperwork. 


See the new Remington Electric at your local Remington Rand offfce today! 


Remington. Fan. 
DIVISION OF SPERRY RAND CORPORATION 


(Circle number 138 for more information) 














first for business travellers — 





Another Hotel Reservation 


SELF- 
CONFIRMATIO 


from Sheraton gas 


Now you can travel with a guaranteed hotel 
Confirmation written in your own office the 


instant you phone for a RESERVATRON reservation. 


S, 
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There’s no work in the way it works: 


You, your secretary or travel department calls the nearest 
Sheraton Hotel or Reservation Office. 


Your reservation is made electronically by seconds-fast 
RESERVATRON and verbally confirmed immediately. 


At the same time you fill out your own confirmation (on 
forms supplied by Sheraton) for the hotel reservation you 
requested. There are fifty-six Sheraton Hotels coast to coast 
in the U.S.A., in Hawaii, and in Canada. 


Self-Confirmation saves time and peace of mind! 
Eliminates paper work, costly phone calls and wires! 
Speeds service in corporate travel departments. 


SHERATON HOTELS 


SEND COUPON FOR COMPLETE DETAILS 


* 

Self-Confirmation, Sheraton Corporation of America, ° 
470 Atlantic Avenue, Boston 10, Massachusetts : 
I am interested in knowing more about Sheraton’s unique : 
SELF-CONFIRMATION Plan: e 
r on 
POE. <4 5d 094364 eek kn kde pa ee ae 4 kee Cee e 
TOs 5's ea Gab id 00 wend ands 0es)eaee cus coke eee : 
CORAM INGIID 55 ois 5c oiea hae dR RRO. ee Ln ae : 
COMPOUND MUGIOOE. «6-6 id ap Rida s Veet eae ek ea es ee eS e 
CANES Sina ears Ae ioka Pus eels Se 0) Oe.” SOR Eas ca eee 4 
o 

o 
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SHERATON 
HOTELS 


For Reservations by 
the new 4-Second 
Reservatron or 
Direct-Line Teletype 
call your nearest 
Sheraton Hotel 


EAST 
NEW YORK 
Park-Sheraton 
Sheraton-East 
(the Ambassador) 
Sheraton-Atlantic 
Sheraton-Russell 
OSTON 
Sheraton-Plaza 
WASHINGTON 
Sheraton-Cariton 
Sheraton-Park 
PITTSBURGH 
Penn-Sheraton 
BALTIMORE 
Sheraton-Belvedere 
Sheraton-Baltimore Ind 
PHILADELPHIA 
Sheraton Hotel 
PROVIDENCE 
Sheraton-Biltmore 
SPRINGFIELD, Mass, 
Sheraton-Kimball 
ALBANY 
Sheraton-Ten Eyck 
ROCHESTER 
Sheraton Hotel 
UFFALO 
Sheraton Hotel 
SYRACUSE 
Sheraton-Syracuse fnn 
BINGHAMTON, N.Y. ; 
Sheraton Inn 


MIDWEST 
CHICAGO 
Sheraton-Blackstone 
Sheraton Towers 
DETROIT 
Sheraton-Cadillac 
CLEVELAND 
Sheraton-Cleveland 
CINCINNATI 
Sheraton-Gibson 


T. LOUIS 
Sheraton-Jefferson 
MAHA 
Sheraton-Fontenelle 


AK 
Sheraton Hotel 
INDIANAPOLIS 
Sheraton-Lincoln 
FRENCH LICK, ind. 
French Lick-Sheratoo 
RAPID CITY, S. D. 
Sheraton-Johnson 
SIOUX CITY, lowa 
Sheraton-Martin 
Sheraton-Warrior 
SIOUX FALLS, S. D. 
Sheraton-Carpenter 
Sheraton-Cataract 
CEDAR RAPIDS, lowa 
Sheraton-Montrose 


SOUTH 
LOUISVILLE 
Sheraton Hote} 
The Watterson 
DALLAS 
Sheraton-Dallas 
NEW ORLEANS 
Sheraton-Charles 
MOBILE, Alabama 
Sheraton-Battle House 


WEST 

SAN FRANCISCO 
Sheraton-Palace 

LOS ANGELES 
Sheraton-West 

PASADENA 
Huntington-Sheraton 

PORTLAND, Oregon 
Sheraton-Portland Hotel 


HAWAII 


HONOLULU 
Royal Hawaiian 
Royal Manor 
Princess Kaiulani 
Moana 
SurfRider 


CANADA 
MONTREAL 
Sheraton-Mt. Royal 
The Laurentien 
TORONTO 
King Edward Sheraton 
NIAGARA FALLS, Ont, 
Sheraton-Brock 
HAMILTON, Ont. 
Sheraton-Connaught 


OVERSEAS 
ISRAEL 

TEL AVIV 
Sheraton-Tel Aviv 
Opens March, 196] 
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How common are Christmas bonuses? What is 


the trend? What are the pros and cons? This sur- 


vey report gives the answers. 


2. 


ses: who gives 


apes \ost 


this month. 


firms 
play Santa Claus to their employees 





” 


will | 


That’s the picture reflected by a | 


sampling of 252 companies of all } 


kinds across the country. 


SUMMARY OF FINDINGS 


1. Will your company give a Christmas (or year 
end) bonus to employees this year? 


YES 

PADS Oe 
NO 

Bd 


If yes, what is the chief reason why your firm 
gives Christmas bonuses? 


Helps build morale 


9 mmm 31.7% 
Our form of profit sharing 

 eammeNEa Coe 27.6% 
We've just been doing it for years 

repens 17.1% 
Employees expect it 

— 12.1% 
To help with Christmas expenses 

ee 7.0% 
Other reasons 

& 4.5% 


Will a bonus be given to all employees or just 
certain groups? 


All employees 


ARE ea 66.2% 
Salaried employees only 
2a 16.2% 
Management personnel only 
2 5.6% 
Individuals selected on merit, etc. 
* 5.6% 
Salaried plus selected others 

2.9% 
Salaried and hourly employees 
| 1.4% 
Hourly employees only 
§ 0.7% 


56.3% 


43.7% 


4. Will an average employee receive: 


Under $25 

coors 12.7% 
$25 to $100 

ial SRR 37.3% 
Over $100 

eR eR 47.9% 
No answer 

S 2.1% 


. What factors determine the size of each em- 


ployee’s bonus? 


Standard amount to all 


ee | 23.2% 
Salary level 

Bees.) 20.4% 
Salary plus profit level 

ee. 12.7% 
Seniority 

ae 11.3% 
Profit level 

ee 11.3% 
Salary plus seniority 

oa 10.6% 
Salary, seniority, profit level 

@ 7.7% 


Cb igh ARC RRR SORRERE 
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Most of the firms—56%—will give 
their employees a bonus this Christ- 
mas. Another 13% will celebrate 
Christmas with parties for employ- 
ees or Christmas gifts other than 
money. 

Even though a majority of the 
firms will give bonuses, the survey 
findings show a slight trend away 
from the practice of year end bo- 
nuses. Ten years ago, 167 of the 
surveyed firms were giving Christ- 
mas or year end bonuses. Since 
then, 25 of these companies have 
discontinued the practice, leaving 
the present total of 142, or 56.3%. 


Bonuses and company size 


Christmas bonus giving is, for the 
most part, a small company prac- 
tice. As company size goes up, 
Christmas bonuses become less 
common. 

For example, in the new Man- 
AGEMENT MErTHOps survey, if you 
categorize the respondents by com- 
pany size in terms of number of 
employees, here’s the picture that 
emerges: 
= 66% of the firms with under 100 
employees will give a Christmas 
bonus this year. 
® 60.8% of the firms with between 
100 and 1,000 employees will give 
a Christmas bonus this year. 

@ 35.3% of the firms with over 1,000 
employees will give a bonus this 
year. 


Which employees get bonuses 


When a company does give 
Christmas bonuses to its employees, 
it is likely to include all employees 
rather than just certain groups of 
them. 

Of the firms in the MANAGEMENT 
MeErTHOps survey that will give a bo- 
nus this year, 66% will give it to all 
employees. 
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3} them and why’? 


A substantial minority—16%—will 
give a bonus only to salaried per- 
sonnel. In a few cases, the bonus is 
designed only for management 
people, or only for hourly person- 
nel, or other selected people deter- 
mined by merit or other rating fac- 
tors. 


How big are the bonuses? 


Christmas bonuses are more than 
mere tokens for many of the com- 
panies that give them to their em- 
ployees. 

For example, of the firms that 
said they'll give bonuses this year, 
nearly half—48%—said that the aver- 
age employee will receive more 
than $100. In many cases, the 
amount will be substantially more 
than $100. 

More than a third—37%—of the 
bonus giving firms said the average 
employee will receive between $25 
and $100; 13% said the average 
amount employees receive will be 
under $25. 


What determines bonus size? 


Bonus size is determined by a 
variety of factors, and combinations 
of factors. 

Many of the bonus giving firms— 
23% to be exact—told MANAGEMENT 
MeEtHobps that all bonus participants 
will receive a standard amount of 
money. 

But another 20% said the size 
of the bonus will be determined 
‘by salary level. In addition, 11% 
gave seniority as the key factor; 
another 11% said the level of com- 
pany profits determines the size of 
bonuses. 

Salary and seniority levels to- 
gether were reported as deciding 
factors by 11% of the bonus givers. 
Salary and profit level are used by 
13%. And 8% said the bonus level is 
determined by the three factors of 


MM survey report 


salary, seniority and profit level of 
the company. 

As shown in the chart on page 
20, there are four key reasons why 
firms give their employees bonuses: 
1) to help build morale, 2) as a 
form of profit sharing, 3) simply be- 
cause they have done it for years, 
or 4) because they feel employees 
expect a Christmas or year end 
bonus. 

Another reason given by the re- 
spondents for bonuses is that the 
bonus helps employees with Christ- 
mas expenses. 


What about “‘no bonus” firms? 


The 44% of the survey respond- 
ents that will not give a Christmas 
bonus this year were asked to indi- 
cate the chief reason why they 
won't do it. 

About 29% of these firms said it’s 
because they compensate and re- 
ward employees in other ways. 
Another 17% said they don’t do it 
because a Christmas bonus is too 
expensive. 

Other answers were: 


“We've just never made Christ- 
mas bonuses a practice.” (14%) 

“It causes resentment, jealousy or 
other hard feelings.” (14% ) 

“We consider the practice of giv- 
ing out Christmas or year end bo- 
nuses unduly paternalistic.” (7% ) 


Summary 


In summary, here’s what the new 
MANAGEMENT METHODS - survey 
shows: 


= Christmas bonus giving is still a 
strong company practice. 


® Bonus giving takes place mostly 


among the smaller companies, 


® There is a slight, but noticeable 
trend away from giving bonuses at 
Christmastime. ® 
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Calculagraph 500 Series automatically 
computes actual labor time — eliminates 
error-ridden manual methods. 


Your data collection system can be 
greatly simplified and attain greater 
accuracy with the new 500 Series Cal- 
culagraph because this completely new 
computing time recorder, based on the 
time-tested Calculagraph principle, com- 
putes as well as prints the actual time 
worked on any given production job. 
There are no complicated levers or but- 
tons to set. The 500 Series makes the 
decisions. Production workers merely 
insert job cards at the “start” and 
“finish” of the job. The 500 Series does 
the rest. The actual time worked, with 


INDUSTRIAL DIVISION 


nonworking periods automatically de- 
ducted, is printed on the job card and 
ready for processing. 

The 500 Series dovetails easily with 
any internal data processing system or 
outside service center. In smaller sys- 
tems where the volume does not justify 
the use of machine accounting, this new 
computing time recorder can be a Ssys- 
tem in itself. 

Investigate this new 500 Series now. 
Write or call for more details and, if 
possible, send us samples of your job 
cards for analysis. 


CALCULAGRAPH Company 


277 Ridgedale Avenue, Hanover, New Jersey 


(Circle number 105 for more information) 
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ymallest Copying Machine 
everal T'ypists! 




















BRUNING 


COPY 

















The Bruning Man’s Copyflex copying machines can do the work of several to several hundred clerical — 
people who are manually transcribing information from one sheet of paper or form to another. And 
Bruning copying machines will do this work faster, accurately, and at only a fraction of the cost. 
Copyflex copies cost only 1¢ each for materials. 


With Copyflex copying, information is written only once: all subsequent documents in any system- 
atized business operation—order-invoice, purchasing-receiving, accounting, etc.— are reproduced from 
one original form. No rewriting or retyping. You free valuable personnel for other work, speed vital 
operations, save hundreds to thousands of dollars annually. 





Call the Bruning Man. He can prove Copyfiex 


savings to you. He’s your expert on paperwork 
who'll help you in any way he can. He’s located 
pytlex 





se in principal U.S. Cities. In Canada: 103 Church 
Street, Toronto. Home Office: Charles Bruning 
Company, Inc., Mt. Prospect, Illinois, 


Ls, : 







Low-Cost Diazo Copying at its Best! 
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“NCR Paper more than repays its cost... 
a highly profitable investment.” 


“Cleanliness is the attribute of NCR 
Paper (No Carbon Required) that we 
prize highly here at Brown & William- 
son Tobacco Corporation, 

“Our employees in the Accounts 
Payable section, who used to wear 
smocks to protect their clothing, now 
dress like other people in the office. 
Their hands are no longer blue and 
their morale is high. 

“NCR Paper also has speeded up 
our operation. With NCR Paper, we 
pick up originals and copies as a com- 


—BROWN & WILLIAMSON TOBACCO CORP., Louisville, Kentucky 


plete unit without having to insert or 
remove carbons. 

“It is difficult to determine how 
much the improved operations save us 
in terms of dollars but if we were not 
saving one dollar (which is not the 
case) I still would give NCR Paper 
my full approval. 

“It’s clean, it’s speedier, it’s easy 
to use. But above all it makes for hap- 
pier and therefore more efficient em- 
ployees. 

“Our experience conyinces us that 


INNCR Paper more than repays its cost 
... making it a highly profitable in- 
vestment.” 


W. D. Whitaker, Treasurer 
Brown & Williamson Tobacco Corporation 


NCR PAPER 


ASK YOUR LOCAL PRINTER OR FORMS SUPPLIER ABOUT NCR PAPER 
ANOTHER MONEY-SAVING PRODUCT OF 


THE NATIONAL CASH REGISTER COMPANY, payton 9, Ohio 
1039 OFFICES IN 121 COUNTRIES * 76 YEARS OF HELPING BUSINESS SAVE MONEY 


(Circle number 127 for more information) 
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TAX QUIZ—by Benjamin Newman, Tax Attorney 


sSettiing a lease 
SETTLEMENT PAYMENT: INCOME OR CAPITAL GAIN? 


rhe question—A man receives a sum of money for 
advance settlement of an unexpired lease. The money 
is equivalent to the rent he would have been paid had 
the lease run its normal length. Is this money taxable 
as ordinary income or as capital gains? 


The facts-A man owned four city blocks in the 
downtown area of a large city. In 1907, another man 
leased the entire area for a term of 47 years. Eight 
vears later, this lessee sublet nearly one whole block 
to a third man who built a hotel on the property. The 
sublease was to run for the remaining 39 years of the 
original lease. 

In 1952, the owner of the property announced that 
he was interested in arranging a new, long-term lease 
of the property where the hotel had been built. He 
planned that this new lease would begin on the ex- 
piration of the first lease which had just two years to 
run. 

A number of large hotel operators proposed their 
plans for leasing the property. All these proposals 
were predicated upon the lease beginning in 1954 at 
the time the first lease expired. However, the present 
sublessee’s proposal was the most acceptable to the 
owner. The sublessee proposed a lease beginning in 
1952 because he believed he could arrange for a settle- 
ment of the lease in force. 

The sublessee then made a deal with his landlord, 
the lessee. He paid the lessee $137,000 in exchange 
for which the lessee agreed to dissolve the lease two 
vears before it was to expire. The $137,000 figure was 
substantially the sum which the sublessee would have 
paid as rent for the remainder of the sublease term. 

In his 1952 tax return, the lessee reported the $137,- 
000 he received and classified it as a long term capital 
gain. The Commissioner of Internal Revenue objected. 
He contended that the payment was equivalent to rent 
and consequently should be considered ordinary in- 
come. 

When a ruling of the Tax Court upheld the Internal 
Revenue Department’s contention, the lessee appealed 
to the U. S. Court of Appeals. 

The ruling—The Court of Appeals reversed the de- 
cision of the Tax Court. If the sublessee had made the 
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Leading industrialists are using . . 


Qo 
Rhode Island's 
100% 
FINANCING 
PLAN 





For Plant Expansion 
Without Capital 
Investment 





Rhode Island’s unique 100% Lease-Purchase 
Financing Plan has been in operation since Jan- 
uary 1959. During this relatively short period of 
time nearly 11 million dollars in new plant con- 
struction has been approved and guaranteed by the 
State of Rhode Island. 

These plants represent over 1,270,000 square feet 
of new manufacturing space, now either completed 
and in operation or currently under construction. 
This is positive proof that industry management 
considers Rhode Island’s 100% Financing Plan to 
be practical, workable and financially sound. 

We invite your consideration of Rhode Island as 
a location for your new plant or branch operation. 
Excellent sites and building shells are available — 
and of course, Rhode Island’s 100% Financing Plan 
is available to you for immediate expansion. 

Write for new 100% Financing 
Plan booklet and complete details. 


*Names proudly given on request! 


Rhode Island Development Council 


108° Roger Williams Building, 
Hayes Street, Providence, Rhode Island 
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IS YOUR 

SALES MANAGER 
BEING SQUEEZED 
BY YOUR AUTO 
TRANSPORTATION 
PLAN? 





Whether it’s a company-owned, sales- 
men-owned or leasing car plan he’s 
working with, the sales manager often 
feels like he’s caught in the middle. 
Salesmen’s car transportation costs 
keep rising, yet he has to answer 
demands from management to keep 
these same costs down. An insoluble 
problem? Not by any means. The 
unique PHH Car Plan provides you 
with a means of effectively controlling 
salesmen’s auto transportation costs, 
yet it has the salesman’s complete 
approval. More, the PHH plan eases 
the administrative burden of fleet 
operations, and can lead to a more 
efficient, productive sales force. 


Find out why more than 500 leading 
companies in business and industry are 
using the PHH Plan to good advan- 
tage...and how our services can 
benefit you in your operations. Call or 
write for full information and a copy of 
our bronchure entitled ‘““A Look Into 
the Peterson, Howell and Heather Car 
Plan’. 








PETERSON, HOWELL & HEATHER, INC. 


Complete Management Services for 
Salesmen’s Car Plans 

2521 North Charles Street—Department B-7 
Baltimore 18, Maryland 

In Canada—3970 Cote des Neiges Rd. 
Montreal 25, P. Q. 
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payment solely to fulfill his rent payments to the les- 
see, then the payment would have been ordinary in- 
come. But since the payment was made in return for 
a settlement of the lease, and since there was a valid 
business reason for the transaction, its consummation 
constituted the sale of a capital asset. 

The fact that the payment for the settlement was 
made by the sublessee, and not the owner of the prop- 
erty, had no effect on the nature of the transaction, the 
Tax Court ruled. 


Metropolitan Building Co. v. Commissioner of In- 
ternal Revenue, U. S. Court of Appeals, 9th Circuit, 
No. 16, 609, Sept. 2, 1960. 


Tax withholdings 
IS THE MINIMUM DEDUCTION ALWAYS MANDATORY? 


The question—An employee's income tax is certain to 
be less than the amount of tax withholding that his 
employer is required to take from his wages. In this 
case, may the employer withhold an amount less than 
the minimum stipulated by the Internal Revenue 
Code? 


The facts—A man has made an irrevocable assign- 
ment of part of his wages to his former wife, in pay- 
ment of alimony due her by court order. Such alimony 
payments are deductible from income taxes. 

Since the man is now entitled to only one tax exemp- 
tion (himself), but has a large part of his income ex- 
empt from his taxes, the amount withheld from his pay 
constitutes an overpayment of taxes. He cannot regain 
this overpayment until the end of the tax year when 
his tax return, in which he claims a refund, has been 
filed and processed. 

The man’s employer feels that a smaller amount of 
tax should be withheld. The employee (who needs the 
extra money ) would then receive a paycheck approxi- 
mately equal to his correct net wages. 

Accordingly, the employer asks the Internal Reve- 
nue Service for permission to withhold from the em- 
ployee’s salary a smaller tax percentage than the mini- 
mum withholding tax stipulated by the Internal Reve- 
nue Code. 


The ruling—The fact that an employee's tax lia- 
bility may be less than the tax withheld from his wages 
cannot entitle him to have a smaller amount withheld. 
So ruled the Internal Revenue Service. 

The tax withheld depends upon the number of ex- 
emptions claimed, and an employee may not claim 
more exemptions than the number to which he is en- 
titled. 

Although the alimony payments taken from this em- 
ployee’s wages are deductible by him and thus oper- 
ate to cut his tax liability, the payments do not entitle 
him to any additional exemptions, and therefore the 
tax the company withholds from his salary cannot be 
decreased. 

Revenue Ruling 60-220. Rendered June 1960. 


MANAGEMENT METHODS 





See te nes 


PPM EE 


52 CODED AL ARIE SIR ose 


MANE 


ee 


pom 





merwenwne 


Wie 


TUIdI2SAF 





Todays low-cost way to automate 
your management controls is with 


Keysort Data Processing 


For the fast, accurate reports you need to establish firm 
management controls; for up-to-the-minute information 
in any number of vital areas such as order and sales 
analysis, inventory, job and labor costing — Keysort is 
the data processing system to use. 

The reasons are many. No restrictive procedures; 
minimum training; remarkable economy; simplicity of 
installation and operation. 

Keysort, in fact, is the only automated data processing 
system flexible enough to fit your business as it stands 
and as it grows. It is the one system adaptable and 
affordable to companies of every size. 

With Keysort you use easy-to-handle punched cards 
—mechanically created for rapid sorting and classifica- 
tion. Figures are automatically tabulated and results 





summarized direct to reports without transcribing. 

Result: Keysort automates your data processing to 
give you the meaningful on-time information you need 
for complete control of your business and profits. 
Monthly, weekly, daily. And at truly low cost. 

Your nearby Royal McBee Data Processing Systems 
Representative has had a wealth of experience in solv- 
ing management control problems. Working with you, 
with your systems and procedures experts, he can offer 
helpful advice about a low-cost Keysort system tailored 
to your individual requirements. 

Call him, or write us at Port Chester, N. Y.—indicating 
the applications in which you are interested—and we 
will be happy to supply you with actual case histories 
from our files. 


ROYAL MCBEE. data processing division 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 
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Cost Cutting Ideas for Your Office... 


OST REDUCTION, a vital problem in all divisions 
C of a business is nowhere as challenging as 
in the administrative departments. Office costs, 
having trebled during the past decade, are today 
of primary concern to top management. 


It is in the record that since 1899 Shaw-Walker 
has been equipping business with “‘time-engineer- 
ed”’ office facilities as inventive and ingenious as 
American production techniques, — that Shaw- 
Walker equipment and systems have cut office costs, 
saved floor space and made offices more livable. 


For today’s cost-conscious management Shaw- 
Walker “time-engineering”’ research has now pro- 
duced — The work-organized ‘‘clutter-proof’’ desk: 


NEW Work-Organized 
Executive Suite 
tif 


Space-Saving 
Secretarial Desk 


Automatic expanding file drawers; Step-Saving 
Fire-Files and fireproof desks that protect records 
at point-of-use; Labor-Saving equipment and sys- 
tems for tape handling; Error-Proof filing systems; 
Automatic correct seating chairs; Time-Saving 
payroll plans; and Numerous Other Devices that 
facilitate recording, filing and finding of records. 


Some of these ‘“‘cost-cutters’’ are pictured here. 
All are in the 252-page Shaw-Walker Office Guide. 


Throughout, descriptions plainly state econo- 
mies you can expect from Shaw-Walker ‘“‘time- 
engineered’”’ equipment and systems. Free to Man- 
agement when requested on business letterhead. Write. 
Shaw-Walker, Muskegon 56, Michigan. 







NEW Automatic 
Expanding Drawers 












Space-Saver Desk 
for Interviews 





















; Time-Saving 
~ Machine Desk 





Step-Saving 
Fireproof Desk 
for Cashier 








~NEW Administrative 
“Clutter-Proof’’ Desk 
Speeds Work 








fo * NEW — Automatic 
Nai Correct Seating 
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HAW- ALKE Largest Exclusive Makers of Office Equipment 
Muskegon 56, Mich. Representatives Everywhere 
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Now, you can get a ready-to-use engineering print... in 
/seconds and on ordinary cut-sheet paper... from a micro- 
‘film aperture card. 

The XeroX® Copyflo® 1824 printer makes 18” x 24” 
prints, or smaller, at an extremely low cost. Also reproduces 
on vellum or offset paper masters. 

Operation is automatic. Prints emerge dry, ready for im- 
mediate use, as fast as four a minute. 

And the quality of reproduction is excellent. The image 
is sharp black-on-white and won’t rub off. There is no 
odor, no waste, and the paper may be written on with pencil 
or pen. 

Thus, regardless of your engineering-drawing-reproduc- 
tion volume, you can now enjoy the tremendous savings in 
time, money, space, and materials of a unitized microfilm 
System. 

Formerly, such economies . . . from $20,000 to $100,000 








NOW, 


XEROX 
CoryrT tO 


me is 2a, 


PRINTER 





A. Operator inserts mi- 
crofilm aperture card. 


B. Next, operator inserts 
a sheet of ordinary pa- 
per or vellum, or an off- 
set paper master. In- 
sertion starts automatic 
printing and processing 
cycle, 


C. The first print is aue 
tomatically delivered in 
30 seconds, subsequent 
prints (of the same or 
different drawings) 
every 15 seconds, 


annually .. . required a substantial reproduction need to 
make the system feasible. 

Today, however, the Copyflo 1824 printer brings the 
same proportionate benefits to small-volume users as to 
large. No need now for vast files of engineering drawings. 
Microfilm aperture cards take only a fraction of the stor- 
age space required for other reproducibles. No more costly 
waiting for prints. And prints made by a Copyflo 1824 
printer are so inexpensive, your engineers can discard them 
after use. 

Write today for 1824 booklet giving full benefits you can 
expect from a Copyflo 1824 printer. Haloid Xerox Inc., 


60-136X Haloid St.; Roches- 
ter 3, N.Y. Branch offices in H A L oO j D 
XEROX 


principal U.S. and Canadian 
cities. Overseas: Rank-Xerox 
Limited, London. 
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WORK magic with office space... 


Only Royal gives you such flexibility, such completeness, such comfort! 


Now! The makers of famous Royal chairs offer you greater possibilities than 
ever before in the modular concept of office furnishings: Easily arranged, 
easily re-arranged modular furniture components that model to your space, 
model to your work—imparting new and greater efficiency to any area; 
easily installed, easily re-installed, light, bright, Arnot Partition-ettes* — ® 
providing privacy as well as decor; plus Royal chairs, the chairs that help 
you think—in comfort! Picture your new or re-modeled Royal office— OFFICE FURNITURE 
write for the brochure that shows you the galaxy of styles, sizes, and 
— ae oe ee ete colors. Why procrastinate? Write today. ROYAL METAL MANUFACTURING 
comfort for greater work output, CO., Dept. 5-L, One Park Ave., N. Y. 16, N. Y. In Canada—Galt, Ontario. 


SHOWROOMS: New York, Chicago, Los Angeles, San Francisco, Seattle, Galt, Ontario * LICENSEES: France, England, Australia, Venezuela *T. M. REG. U. S. PAT. OFF 
FACTORIES: Plainfield, Conn., Michigan City, ind., Los ‘Angeles, Calif., Warren, Pa., Jamestown, N. Y., Galt and Smiths Falls, Ontario = shies . : 
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Above: Independence Hall Office of 
The First Pennsylvania Banking and 
Trust Company— bordering on the 
new Independence Mall. 


Left: Console of Burroughs 220 
Computer. 





Burroughs Electronic Computer Systems 
provide total automation 


The seene: The First Pennsylvania Banking and Trust Company—the nation’s oldest and Philadelphia’s 
largest bank; also, one of the first in the nation to be fully automated. The objective: Processing all 
documents and data for this billion dollar bank. The equipment: Data processing—Burroughs 220 
computer systems. Item processing —B 301 sorter-converters, P 703 amount and account number printers, 
F 5293 manual converters. The results, in the words of Alfred C. Graff, Senior Vice President, Bank 
Operations: ‘““Their vast experience in data processing convinced us that Burroughs Corporation was best 
qualified to handle this gigantic, bank-wide job. In addition to invaluable assistance and experience, they 
were able to provide us with all the equipment—such as our exceptionally reliable computer systems and 
the world’s fastest sorter. As a result, we are already taking full advantage of the advanced magnetic 
techniques currently revolutionizing document and data processing in banks.” 






For businesses of every size: Burroughs data processing 

line ranges from accounting machines to complete com- Sa 
puter systems. It’s backed by outstanding services and Burroughs 
systems knowledge, known for outstanding results. For a 
details, action—and results—call our nearby branch. Or 

write Burroughs Corporation, Detroit 32, Michigan. 


Burroughs 
Corporation 


“NEW DIMENSIONS | in electronics and data processing systems” 
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% CUTTING COSTS IS OUR BUSINESS 





From original entry, through production scheduling, manu- 


facturing, inspection, shipping and billing . . . orders must be 
controlled by paperwork. 
How to With just one writing of source data on a Multilith Master, all 


necessary ‘forms can be automatically produced using blank 
paper... accurately, speedily, with perfect legibility. Additions, 


“maste r” Mm i nd deletions or substitutions can be easily made at any stage, to 


guide succeeding steps. 
Let us demonstrate how Multigraph Methods can provide 3 


eve ry order truly ‘‘master-minded"’ paperwork controls for your business. / 


Contact your nearby Multigraph office or write Addressograph- 
Multigraph Corporation, Cleveland 17, Ohio. 


A ddressagraph-Multigraph 


SERVING SMALL BUSINESS « BIG BUSINESS + EVERY BUSINESS 


© 1960 A-M Corporation *Trade-Mark 
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Multilith’ DupliMAT MASTER 
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Multilith Offset Duplicating and Multilith Masters provide you with a “one- 
write” system that communicates complete, error-free data to every individual 
and department concerned with the processing of an order. 
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record problems 
down to size... 
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Show you how... 
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.. new sys- 


Take a small view 
fo} mm ole elaele)(-luit-} 
Let a Remington Rand Microfilm expert 


show you how microfilm can help you 
with all kinds of record problems... 


storage, protection, copying. 
tems of billing, checking, bookkeeping, 


sales procedures and many others. 
Send in this card today. No obligation 


on your part at all. 


Photo Records Department 
Remington Rand Systems 
122 East 42nd Street 

New York 17, N. Y. 


I wish more information on Remington Rand Microfilm 
Equipment and its application to my business. 


Name. 
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Business record problems too 
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Prove to yourself how Remington Rand 
microfilming can solve space, storage and 
| copying problems as well as help you devise 
new office techniques and systems. Even more 
important, Remington Rand microfilm ex- 
perts are always available to you to diagnose 
record problems—help you train personnel in 
modern microfilm techniques. 
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CUT THEM DOWN TO 
SIZE WITH 
REMINGTON RAND 
MICROFILM 


to handle? 
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Remington Rand Microfilm cameras and equipment give fast, 
efficient solution to record storage, protection and copying! 


Learn all the advantages of Remington Rand 
Cameras—the best of the portables and sta- 
tionaries—and all the supplementary equip- 
ment and services that go with them . . . see 
what they can do for your particular business 
operation. Get all the information on the com- 
plete microfilm line—Remington Rand! Use 
attached card now. No obligation, of course. 


Ftemington. Fland Systems 01vision oF sPERRY RAND CORPORATION 


122 €aest 42 Street, New YoeuR t7, M. Ve 
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COLOR - TEXTURE - PERFORMANCE 
U.S. NAUGAHYDE’ U.S. NAUGAWEAVE’ 


finest in vinyl upholstery newest in “breathable” vinyl upholstery 






, oat 
+2) 





TRY 1 
THAT 


= Son 
hard : 
just c: 
off. Qi 
are a 
edges. 
busyne 
ness. 
But 
that c¢ 
labor < 
pendec 
or eve 
the jo 
dulge 
the wi 
asham 


Seeaeeeseee vce an 
See easanveneen? 


Furniture shown from the Columbia-Hallowell Division, SPS, Jenkintown, Rela 
Pennsylvania, and Santa Ana, California. work. 


lieve 
Now you can surround yourself and your employees with pleasant, invigorating ances, | 


colors that make every working day brighter. U.S. Naugahyde, the finest of all : Taki 
oraw 


vinyl upholstery, makes color in your offices practical. It demands less mainte- the ki 
ir 

nance than any other upholstery fabric. Just an occasional wipe with a damp cloth dulged 
keeps it clean and sparkling— never needs dry cleaning. Naugahyde is amazingly Baruch 
tough, with the stamina to stand up under constant hard use. Both Naugahyde Time o 
; 7 ; : reserv 
and the new “breathable” U.S. Naugaweave are available in a wide choice of pat- “is 
terns and textures—with a color range that’s virtually endless. Your offices can tion th: 
be as impressive or as informal as you want when your furniture wears genuine Witnes 
U.S. Naugahyde. own of 
pearing 

actuall: 
some c¢ 


United States Rubber geared 


Coated Fabrics and Koylon Seating Dept., Mishawaka, Ind. In Canada: Dominion Rubber Company, Ltd take an 
Cc 
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Workshop for Management 


PRACTICAL IDEAS YOU CAN USE RIGHT NOW! 


PROFIT MAKERS 


TRY THE PAUSE 
THAT REFRESHES 


= SOME EXECUTIVES BRAG about how 
hard and steadily they work. They 
just can’t afford to take any time 
off. Quite often these busy braggers 
are a little frazzled around the 
edges. Their preoccupation with 
busyness actually harms their busi- 
ness. 

But it’s actual accomplishments 
that count—not how much time, 
labor and nervous energy that’s ex- 
pended. If you can daydream a bit 
or even take a catnap and still get 
the job done, why not relax. In- 
dulge yourself briefly to look out 
the window or lie down. Don't be 
ashamed of occasional idleness. 

Relaxation can contribute to your 
work. It can clear the cobwebs, re- 
lieve tension, neutralize annoy- 
ances, simplify knotty problems. 

Taking time off from your job— 
for a walk, painting, fishing—or even 
the kind of park bench sitting in- 
dulged in by venerable Bernard 
Baruch—renews poise and strength. 
Time off builds mental and physical 
reserves. 

It’s not always the greatest exer- 
tion that makes the most headway. 
Witness some of the typists in your 
own office. Some of the busiest ap- 
pearing, the nervous, quick movers 
actually turn out less work than 
some of the serene, more slowly 
geared workers. 

Periodic relaxation helps you 
take any situation in stride, handle 


DECEMBER 1960 





it the easier way and with more 
satisfaction. 

So before the doctor—or the 
board of directors—tells you to take 
it easy, do just that. A pause now 
and then will refresh you for the 
mental hurdles ahead. 


PROFIT BY PICKING 
A PORT PLANT SITE 


= EVEN IF your business doesn't re- 

quire the facilities of a port, you 
might benefit by locating your busi- 
ness on a port plant site. 

Port cities, in general, are more in- 
dustry conscious than ever before. 
As a result, area sponsored expan- 
sion and improvement programs 
have been intensified in such loca- 
tion. 

Further, a good many ports in 
recent years, such as the Upstate 
New York area, have courted “cap- 
tive cargo,” i.e., encouraged produc- 
ing industries to locate in the imme- 
diate port vicinity. This effort en- 
compasses close cooperation with 


all local industry, including utilities, 
banks, rails and other transporta- 
tion facilities. 

Besides this awareness and con- 
centration on area development, 
ports offer other tools and services. 
What are some of these key factors 
available in port sites? 

An obvious but major benefit, 
pointed out by the Niagara Mo- 
hawk Power Area Development 
Department, is the immediate avail- 
ability of low cost water transporta- 
tion for shipment of bulk materials. 
Further, because of its key impor- 
tance in the chain of transport, a 
port attracts centers of all types of 
transportation facilities. 

Port located manufacturers, who 
service foreign markets or incorpo- 
rate imported products in their own 
products, bypass the cost of first 
shipping to the coast, then tranship- 
ping for export. 

Many ports, also, are located 
near the source of various raw ma- 
terials, or offer inexpensive trans- 
portation to make them economi- 
cally available. Indeed, if much 
bulk cargo handling is required, a 
port site becomes virtually impera- 
tive. 

When considering possible plant 
sites, Niagara Mohawk suggests in- 
vestigating a growing rather than 
an established port. 

It marshalls these reasons in fa- 
vor of a newly opened port, such as 
the five serviced by the St. Law- 
rence Seaway: lower land cost, wide 
choice of sites, expansion room, and 
special services a small port is often 
eager to extend. 

Ports, of course, do not offer a 
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universal answer to all plant loca- 
tion problems. But their advantages 
and features are worthy of review 
before making any move. 


SAFETY INSURERS 


USE BEFORE AND AFTER SHOTS 
TO POINT UP SAFETY 


= YOU CAN PUT OVER a lot more 
with a couple of pictures than you 
can with a dozen memos, when it 
comes to promoting good house- 
keeping. This is the considered 
opinion of Safety Supervisor J. L. 
Rheinheimer, Kaiser Aluminum & 
Chemical Corp. 

For instance, Mr. Rheinheimer 
took before and after pictures of 
housekeeping conditions in one de- 
partment at its Newark, Ohio plant. 
These were posted prominently. At 





a glance, foremen and supervisors 
could tell how their own house- 
keeping measured up with the de- 
partment photographed. 

Many safety directors and fire 
protection chiefs follow this say-it- 
with-pictures practice. They use 
pictures liberally—from Pola- 
roid shots of their own to rented 
full color movies. 

Pictures, they agree, put over the 
point without preaching. 


EFFICIENCY HINTS 


WATCH OUT FOR 
YOUR CREDIT CARDS 


a“INSTANT CREDIT can become in- 
stant liability if you’re careless with 
your credit cards. 

If one is misplaced or lost, the 
finder may run up a big bill at 
your expense. 

To forestall this eventuality, have 
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your secretary list each card by 
number. If you lose One, report it 
promptly. 

Extend the credit card record to 
cover all individuals who use them 
in your company. Warn salesmen if 
they don’t report a card loss imme- 
diately, they will be penalized for 
all or part of any bills charged by 
unauthorized persons. 


GOODWILL CREATORS 


WOO THE EVER-GROWING 
RETIRED GROUP 


= Too MANY FirMs fete and forget 
retirees. Besides the moral obliga- 
tion to retain interest in these old 
timers, the over-65 group represents 
an ever growing market. Today 
there are 15 million over 65 years 
of age. This figure will soon swell 
to 20 million. 

Besides their own purchasing 
power—which may be modest—as 
elders, they influence the buying 
decisions of families, friends, and 
citizens at large. They can be a 
powerful group in projecting your 
company image—for good or ill. 

Despite this, the Mermey Organ- 
ization points out, post retirement 
programs too often are non-existent. 

This New York public relations 
firm suggests a 13-point start in de- 
veloping a post retirement program. 
Depending on the size and type of 
your business, you may be able to 
adopt some of these. 

1. Add all retirees to your mail- 
ing lists for annual reports, house 
organs and other publications. 

2. Appoint a counsellor to intelli- 
gently plan visits to retirees. 

3. Encourage the retired to avail 
themselves of your firm’s advisory 
services at any time. 

4. Remember events dear to 
them—birthdays, job anniversaries 


or retirement date. Don’t forget to 
send sympathy letters and get-well 
cards, when appropriate. 


5. Institute an annual Old 
Friend’s Day when retirees are hon- 
ored, entertained and brought up- 
to-date on the company. 

6. Start a periodical for retirees 
—or a special edition of your regular 
house organ. 

7. Set up a hobby workshop. In- 
structors can be recruited among re- 
tirees, employees or the community. 

8. Evidence interest in their well 
being. Offer annual physical check- 
ups, medical loans. 

9. Extend financial aid when the 
need is dire. 

10. Extend invitations to retirees, 
whenever possible, to company 
events. 

11. Make plant facilities—bow]- 
ing alleys, cafeterias, libraries— 
available to retirees at specified 
times. Keep charges, if any, at rock 
bottom. 

12. Set aside a club-like lounge 
for former employees to stimulate 
friendships and social activities. 

13. Maintain an informal clear- 
ing house for part time and seasonal 
jobs. Set up files on skills, experi- 
ence and availability of retirees for 
occasional employment. 


PROBLEM STOPPERS 


TAKE TIME 
TO COOL OFF 


m ARE YOU HOTHEADED—frequently, 
sometimes or occasionally? 

Whether your temper is_hair- 
trigger or the long-time-brewing 
variety, you know good resolutions 
do little to curb outbursts. But there 
are some positive steps you can take 
to minimize explosions. 

Put some distance—in time and 
space—between you and the object 
of your wrath. Once you're out of 
striking range, you'll be surprised 
how quickly you cool off. 

Quit being secretly proud of your 
temper. Don't bow out of responsi- 
bility by blaming an inherited low 
boiling point. Blowing your top 
loses you control of a situation. It 
can bring you grief. 

View your temper as others see it. 
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An unpredictable personality is not 
a sign of dominance, masculinity, 
strength or individuality. Temper 
contorts your physiognomy as well 
as your personality. Often a Roman 
candle temper is a smoke screen for 
insecurity, inferiority or other nega- 
tive traits. 

Exert your tempestuous tenden- 
cies on enthusiasms rather than ex- 
plosions. Convert a too peppery 
trend into an enthusiastic, initiative- 
taking personality. 

Breaking a bad temper habit is a 
break for yourself, your business, 
your friends and your family. Keep- 
ing cool keeps you in control. 


FOLLOW THESE RULES 
TO WRITE EFFECTIVELY 


m HeRE ARE 25 RULEs that will help 
you write clearly and effectively. In 
the succinct stvle of Author Rudolf 
Flesch, they sum up the contents of 
his book How to Write, Speak and 
Think More Effectively, published 
by Harper & Brothers, New York. 

1, Write about people, things, 
and facts. 

2. Write as you talk. 

3. Use contractions. 

4. Use the first person. 

5. Quote what was said. 

6. Quote what was written. 

7. Put yourself in the reader’s 
place. 

8. Don’t hurt the reader’s feelings. 

9. Forestall misunderstandings. 

10. Don't be too brief. 

11. Plana beginning, middle, and 
end. 

12. Go from the rule to the excep- 
tion, from the familiar to the new. 

13. Use short names and abbre- 
viations. 

14. Use pronouns rather than re- 
peating nouns, 
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15. Use verbs rather than nouns. 

16. Use the active voice and a 
personal subject. 

17. Use small, round figures. 

18. Specify. Use _ illustrations, 
cases, examples. 

19. Start a new sentence for each 
new idea. 

20. Keep your sentences short. 

21. Keep your paragraphs short. 

22. Use direct questions. 

23. Underline for emphasis. 

24. Use parentheses for casual 
mention. 

25. Make your writing interesting 
to look at. 


COST CUTTERS 


SELL ONLY 
WHERE HIGH PROFITS ARE 


m= NARROWING PROFIT MARGINS have 
broadened company efforts to trim 
fat from sales costs. 

Many are cultivating big custom- 
ers and curtailing calls on marginal 
accounts. For instance, Cutter Lab- 
oratories salesmen for one product 
line now concentrate on just 300 
customers instead of scattering thin, 
expensive coverage over 5,000 ac- 
counts, 

An office machine manufacturer 
numbered its customers according 
to business volume. Categories, 
ranging from one to 26, signal the 
frequency of calls to be made. 
Salesmen once a 
week to the largest customers in 
group one—on down to only two 
calls a year in category 26. 

Other companies are pushing 
high profit items. As an example, 
McKesson & Robbins offers sales- 
men bonuses for orders on certain 
products. 

Some, like Photostat Corp., have 
tailored their incentive plans to 
keep costs down and profits up. 
Many have trimmed product lines 
to boost profitable sales. Packard 
Bell Electronics Corp., as one exam- 
ple, has just dropped five of 24 TV 
models introduced last summer. Al- 
coa, to cite another case, dropped 
widths and gauges of aluminum 
sheets that were slow sellers. 

Some firms emphasize better time 
utilization. Photostat Corp., for in- 


schedule visits 


WORKSHOP 


stance, has remapped territories to 
reduce travelling time. West Vir- 
ginia Pulp & Paper Co. has upped 
time spent with customers by 25%, 
This was accomplished by having 
salesmen analyze time spent each 
day on various activities. This self- 
analysis has resulted in better itin- 
eraries, and in relegating paper- 
work to periods when sales calls 
can't be scheduled. 

Generally, companies  every- 
where are scrutinizing entertain- 
ment and travel expenses. National 
Gypsum Co. has gone as far as to 
set up cost budgets for its salaried 
employees. If a salesman spends 
more than the total budgeted 
amount, the difference is deducted 
from his bonus. 


THOUGHT STARTERS 


PLAN NOW FOR COMING 
EXECUTIVE SHORTAGE 


=By 1970, demand for executives 
will far exceed the supply. This pre- 
diction is supported by a study of 
14,000 executive posts just com- 
pleted by Booz, Allen & Hamilton. 

Top management manpower is 
already in critical demand since the 
group has increased 44% in the last 
decade. 

Based on projected retirements 
at age 65, 60% of today’s presidents 
will have to be replaced by 1970. 
Further, with the median age of 57 
for all upper management, replace- 
ment of these top men must come 
from lower echelons. 

The study showed that most pres- 
idents do not have enough younger 
“back up” executives. In companies 
with a president 54 or younger, only 
21% of the key executives are young- 
er than the president. Even in com- 
panies with presidents aged 55 to 
60, only 55% have younger kev men. 

Tomorrow's more complex and 
technologically advanced company 
will critically increase demands for 
quantity and quality of executives. 

To forestall being caught in the 
executive supply squeeze, the man- 
agement consultant firm urges com- 
panies to intensify current pro- 
grams for development and training 
of potential executives. 
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I got my 


Of course I’m still a bear... 

but I’m a comfortable bear... 
Take it from me, Cramer chairs 
help fight fatigue; they promote 
speed, accuracy, and best of all they 
pay for themselves over and over 
in low maintenance and increased 


worker output! 


I know. I’ve got a den full! 





% Before Cramer 


Be sure YOU are Backed by the Best 


Write for Complete Details 





POSTURE CHAIR COMPANY, INC. 
625 Adams Ey Kansas City, Kansas 


(Circle number 108 for more information) 
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Motivating Minutes 
that Increase 
Employee Efficiency 





The ancient Egyptians measured time 
with sundials to set the exact moments 
when music from lutes and horns height- 
ened the attention of worshippers at 
temple rites. 





It’s a far cry from Osiris’ temples to the 
ten modern offices of Glendale Federal 
Savings and Loan Association in Glen- 
dale, California. Here Muzak’s precision- 
timed, minute-by-minute work-motiva- 
tion music has increased employee effi- 
ciency and added greatly to customer 
satisfaction. 







Muzak is considered af 
investment in Glendale 
Federal’s new multimil- 
lion dollar headquarters, 
and in each of its nine 
modern branch offices, 


*‘We are highly pleased with Muzak’s 
results,” said Mr. J. E. Hoeft, President of 
the $330,000,000 Association, sixth larg- 
est of its kind in America. “Our employ- 
ees tell us that Muzak seems to make 
their work go faster and better by creating 





a happy atmosphere that helps to do y 4 

away with tension and fatigue. Their in- a 

creased efficiency has proved that they _ 

are right. Our customers say that Muzak President J. E. Hoeft says, “Muzak is one of 


our best investments. Muzak motivates.” 


helps make Glendale Federal a friendly, 
cheerful place to do business—and that’s 
exactly what we’ve stressed since our 
doors first opened for business in 1934.” 


The special Muzak programming for- 
mula that produces such results is based 
on 25 years of intensive psychological and 
musical research. This formula is copy- 
righted. Only Muzak has it, and Muzak 
can produce scientifically measured re- 
sults. 





Muzak offsets office 

tension, helps work go 
There are Muzak specialists in 225 lo- en ae 
calities in the U.S., and other places 
throughout the world, who survey, esti- 
mate, install and service Muzak equip- 


ment. 


You will also be interested in the unique 
book, ‘‘Music and Muzak,” which has de- 
tailed information on Muzak’s work- 





motivating Music as an investment In an International Company in the Jack Wrather Organization 
profits which should be working for you. United States + Canada + Mexico + Brazil + Argentina 
Write Muzak Corporation, 229 Park Peru + Great Britain + Belgium + The Philippines 

Avenue South, New York 3, N.Y. Photo Credits— (Portrait) Karsh of Ottawa, (Building) Bank Bldg. & Equip. Corp. of America 
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when she sits at 


the new Remington KARD-VEYER filing unit! | 


The new Remington Rand Kard-Veyer Unit makes filing greater production and efficiency have made a remarkable 
automatic... makes any girl in your filing department worth improvement in customer service wherever Kard-Veyer Units 
three times as much! A Kard-Veyer Unit delivers up toa are installed—leading banks, large loan companies and 
half-million records to the operator at the touch of a button utilities ... many other businesses large and small. Let a 
... enables her to file more than 1000 records per hour! The trained Remington Rand Systems Specialist show you how to 
saving is substantial not only in time (money) but also in do a faster, more effective filing job with fewer people—write 
valuable floor space because a Kard-Veyer Unit concentrates Room 2110, 122 East 42nd Street, New York 17, N. Y. 


the bulk of your files at a single convenient work station. 


Kard -Veyer is also available on a long or short term lease plan. 


And ease of Kard-Veyer operation raises employee morale, Remington. Prand Systems 


reduces fatigue and virtually eliminates costly errors. This DIVISION OF SPERRY RAND CORPORATION 
(Circle number 134 for more information) \ 


EXCLUS 


Alert 
100-c: 
growt 


compe 





































EXCLUSIVE INTERVIEW WITH WILLIAM D. VAUGHN, PRESIDENT, OVERSEAS MANAGEMENT SERVICES, INC. 


How to builda 
fast growing business abroad 


WITH A FOREIGN BASE CORPORATION 


Alert American firms are rushing to expand abroad. They are expanding there with 
100-cent, tax free dollars. The method they use is not a tax dodge but it does permit 
growth at an accelerated rate. It could open a door for your company to gain a 


competitive footing in new markets with low costs and high return on investment. 


mmm With a foreign 
base corporation, you can build a 
business abroad that will snowball 
in size. 

The reason it will snowball is 
that you can feed it with its own 
100-cent profit dollars, rather than 
dollars halved by the 52% U. S. 
corporate income tax. 

This is no mere theory. It is a 
practical method being used by 
thousands of U. S. companies right 
now to achieve rapid growth, to 
tap profitable new markets, and to 
gain a higher than normal return on 
investment. 

A company need not be big to 
use a foreign base corporation, de- 
spite the fact that giant corpora- 
tions are among the best known 
users of this method. In fact, over- 
seas earnings as low as $10,000 a 
year can often make a foreign base 
corporation worthwhile. 


What it is 





A foreign base corporation is a 
subsidiary of your domestic com- 
pany, established outside the U. S. 
It can be designed to handle all of 
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your business activities that extend 
beyond the borders of the U. S. 

If your foreign base corporation 
is established in Panama or a sim- 
ilarly favorable location, the taxes 
it pays to the local government are 
practically nil. And since the sub- 
sidiary operates totally outside the 
U. S., it pays no U. S. tax on its in- 
come. Thus, by repeated re-invest- 
ment of earnings, the foreign busi- 
ness can be expanded rapidly. 

Many companies report that, us- 
ing this method, their foreign busi- 
nesses expand at many times the 
growth rate of their domestic busi- 
nesses. A number of U. S. corpora- 
tions report that, for this reason, 
they are now investing as much (or 
more) in their overseas operations 
as they are in their domestic busi- 
nesses. 

Even American firms whose 
products cannot be sold abroad are 
getting into the act. They are in- 
vesting in, or starting up, unrelated 
businesses overseas in order to take 
advantage of the opportunities for 
rapid profit acceleration. 


Two requirements 


There are just two key require- 
ments if you want to expand your 
business through a foreign base 
corporation. 
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The first is that you must give 
your foreign base corporation real 
substance. It cannot be just a paper 
corporation. Giving substance to 
your foreign base subsidiary is nei- 
ther very difficult nor very costly. 
But it requires the guidance of 
experienced legal counsel. 

The second requirement is that 
you must be willing to re-invest 
your foreign earnings in the growth 
of your foreign business. As soon as 
profits are brought back to the U. S., 
they are taxed just like domestic 
earnings. 


Not a tax dodge 


A foreign base corporation is not 
a tax dodge. It is an honest method 
of tax deferral, and it is recognized, 
at least unofficially, by the govern- 
ment. 

There are now many _ thou- 
sands of U. S. firms with foreign 
base corporations in Panama alone, 
and the number there is presently 
increasing at the rate of about 20 to 
30 a month. Other expansion mind- 
ed companies are establishing for- 
eign base corporations in Switzer- 
land, Canada, and other favorable 
locations. 

The Internal Revenue Depart- 
ment has never really tested the 
tax status of foreign base corpora- 





“Only with a foreign base cor 
poration 


oe Se 


earnings. 


can you eliminate the 





income tax on foreign 


5 
By 


SPST 


tions. However, many companies 
check their plans with Internal 
Revenue before establishing a for- 
eign base corporation, and get an 
unofficial green light if the plans 
are sound, 


Government blessings 


On two scores at least, the Uni- 





ted States government is directly) 
in favor of foreign base corpora4 
tions. ’ 

For one thing, foreign base cor-! 
porations help stimulate U. S. in4 
vestment abroad. It is clear that} 
bigger foreign investments are 
needed if the U. S. is to continue to 
strengthen friendly nations, if we 
are to regain a favorable balance of 
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currency payments (and thus sta- 
bilize a sound dollar), and also pre-/ 
vent our own economy from being) 
smothered into a corner by other! 
more economically aggressive na-| 
tions. : 

Second, the U. S. government 
recognizes that in most cases earn- 
ings from foreign base corporations 
will eventually be brought back to 
the U. S. By the time this happens, 
the foreign operation is likely to 
have grown to substantial size. 
Thus, earnings will probably be of 
substantial size, too, and the gov- 
ernment’s tax income could be 
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many times what it would be if 
taxes were assessed from the be- 


ginning. 
The Boggs Bill 


At one point this year it ap- 
peared that legislation might be 
passed that would, in some cases 
at least, partly eliminate the need 
for a foreign base corporation: The 
Boggs Bill would have provided 
tax deferrals on income earned in 
certain underdeveloped countries. 

A highly amended version of the 
original Boggs Bill was approved in 
the House in May by a margin of 
three votes. However, the bill was 
bottled up in the Senate Finance 
Committee. 

There now is little evidence to 
indicate that similar legislation will 
be passed, particularly in the im- 
mediate future. 


An expert speaks 


In order to provide you with the 
details on how you can profit from 
a foreign base corporation, MAn- 
AGEMENT MetHops sought out a 
knowledgeable expert on the sub- 
ject: William D. Vaughn, president 
of Overseas Management Services, 
Inc. 

William Vaughn and his asso- 
ciates provide various services to 
American firms with overseas oper- 
ations. Among other services, they 
assist in establishing foreign base 
corporations, and also provide per- 
sonnel and facilities for the opera- 
tion of these foreign subsidiaries. 

A tape-recorded interview was 
conducted with William Vaughn in 
his midtown New York office. The 
edited questions and answers from 
the interview transcript follow. 


Q. As a starter, why should a com- 
pany want to establish a foreign 
base corporation? 

A. The principal purpose is to ac- 
cumulate profits derived from in- 
come outside of the U. S. It per- 
mits you to keep these profits free 
of U. S. taxes, so you can re-in- 
vest them in a steadily growing 
business, which presumably throws 
off bigger and bigger profits. This 
is called tax deferral because every- 
one recognizes that ultimately the 
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return on investment will have to 
come back into the U. S. in some 
fashion or other. Recently, for ex- 
ample, the head of a big pharma- 
ceutical company told a Congres- 
sional committee that for the first 
time his company’s domestic earn- 
ings were reflecting the revenue 
from its foreign operations. The 
company had started its foreign 
operations some 15 or 16 years ago. 
Q. In other words, you end up with 
100-cent profit dollars for growth 
purposes abroad. How many Amer- 
ican companies are using this 
method? 

A. A lot of companies are using it. 
The Ways and Means Committee 
of Congress conducted a survey 
and found that hundreds of com- 


panies plan in the relatively near 
future to establish a foreign base 
corporation. 


Q. How does this method of profit 
accumulation work? Must you have 
a corporation outside the U. S.? 


A. Yes. The tax laws in the U. S. 
are such that only by using a for- 
eign corporation can you eliminate 
the U. S. income tax on foreign 
earnings. 


Q. What about taxes on salaries, 
dividends, distribution of assets, 
and so on? 


A. Dividends are not taxed at all 
in Panama. Further, a Panama cor- 
poration that operates outside of 
Panama may distribute all or part 
of its assets to stockholders without 


“You may be at a considerable competitive disadvantage if you 


operate abroad without a foreign base corporation.” 
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COMPARISON OF LABOR COSTS 


ae 
Wa 1959 (first quarter) 
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UNITED KINGDOM 


These figures show one big reason why American companies are investing heavily in plants abroad. The 
figures show that the increase in labor costs in 11 other countries since 1953 has been small compared to 
the rise in U. S. labor costs. The difference between U. S. and Japan labor costs is shown dramatically. 





Source: Financial Times of London 


100 equals the 1953 average labor costs for the 10 
European countries listed. 
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any tax to the corporation or the 
stockholders. Salaries or other com- 
pensation paid to non-residents of 
Panama are not taxed. 


Q. There are various countries 
where it seems to be most popular 
to put these foreign base corpora- 
tions—Panama, Venezuela, Switzer- 
land, Hong Kong. 


A. Hong Kong is not too commonly 
used. Lichtenstein, under certain 
circumstances, is used. Some com- 
panies are basing their corporations 
in Canada. But I understand that 
Canada is not as attractive for this 
purpose now as it once was. The 
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reason why these countries are se- 
lected is that their method of taxa- 
tion differs directly with that used 
by the U. S. They do not tax for- 
eign source income. If business in- 
come is not earned within the coun- 
try, they do not levy a tax on it. 


Q. In other words, if you have a 
foreign base corporation in Panama 
and use it to sell items in other 
countries, the Republic of Panama 
would not tax this business. 

A. That is correct. 

Q. Any business that is done within 
the Republic of Panama is taxed. 
A. Yes. 


Q. There must be some minor taxes 
involved just from having a cor- 
poration in Panama. 

A. Yes, there are some miscellane- 
ous taxes. But no tax on earnings. | 


Q. And this is essentially a situation 
with the other countries you men- 
tioned—Switzerland, Venezuela? 


A. There are variations in all of 
these. Switzerland’s approach is 
somewhat different. There you ne-J 
gotiate your tax. There is always] 
some tax but it is far lower than 
that of the U. S. There are other 
laws involved in Switzerland’s tax 
picture which make Switzerland 
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desirable under certain circum- 
stances because it has some tax 
treaties with other countries, 
whereas Panama does not have tax 
treaties. 
Q. Can any company use this 
method of doing business abroad? 
A. A company that contemplates 
doing business outside of the VU. S. 
is well advised under today’s cir- 
cumstances to investigate the use 
of a foreign base corporation. If it 
operate d ‘abroad without this tax 
deferral method it might have a 
considerable competitive disadvan- 
tage. 
Q. Suppose a company decides that 
tomorrow morning it is going to 
start shipping some of its goods to 
European countries, or South Amer- 
ican countries. Can the company 
establish a foreign base corporation 
immediately and use it to handle 
this business? 
A. It is possible to establish a for- 
eign base company in some coun- 
tries relatively quickly. However, it 
would be a mistake to rush into this 
type of a situation without a com- 
plete analysis. 
Q. Why is that? 
A. Because too many companies 
have learned to their sorrow that 
they have put together a foreign 
base corporate structure which 
didn’t lend itself to their require- 
ments. The first and most oppor- 
tune course is not always the best 
course. In this respect, a company 
is well advised to seek experienced 
legal counsel. Even before you do 
that, it is wise to prepare a complete 
program of how you intend to oper- 
ate outside of the U. S. 
Q. What’s the government’s posi- 
tion on these foreign base corpora- 
rec 
The government’s position has 

=a set forth quite clearly during 
the Boggs Bill hearings in W ash. 
ington. T he governme nt’s position 
as a whole has been somewhat di- 
vided between the Commerce and 
State Departments on one side and 
the Treasury De partment on the 
other. 

State and Commerce are inter- 
ested in encouraging U. S. invest- 
ment outside of the U. S. They 
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wish to build up the activity of U. S. 
capital and know-how. The alter- 
native to U. S. industry doing this 
directly is to do it indirectly 
through the federal government in 
various grant and aid programs 
and, generally speaking, it is ac- 
knowledged that industry can do a 
better job than the government 
can. 

On the other side of the coin is 
the Treasury Department which 
has the re sponsibility for generat- 
ing revenue in the U. S. The Treas- 
ury tends to resist any activities 
which might reduce the availabil- 
ity of revenue. So each of these 
governmental divisions is setting 
forth its position in a way which is 
to its individual advantage. The 
formal government policy appears 
to be a compromise between these 
two attitudes on the part of the 
government. 


Q. Is there a possibility that a com- 
pany with a foreign base corpora- 
tion could find itself trapped after 
a couple of years? Couldn't the 
government decide to tax income 
earned by a foreign subsidiary? 


A. It’s doubtful. In order to do that 
the government would have to up- 


set the sanctity of a foreign cor- 
poration. An alternate approach 
was contained in the Boggs Bill. As 
initially formulated, this bill would 
have eliminated the need to estab- 
lish a corporation outside the U. S. 
in order to get a tax deferral on for- 
eign investments. However, this 
legislation continually ran _ into 
modifications and snags and in two 
years was so watered down that 
most people are very disappointed 
at the prospects of the thing ever 
being effective. 

Q. When a company decides to set 
up a foreign base corporation, is it 
a good idea to check the proposed 
plan with the Treasury Depart- 
ment? 

A. Some attorneys feel that this is 
a good idea and other attorneys 
feel that it is not necessary. 

Q. What kind of answer would the 
Treasury give? 

A. It has been very difficult to get 
a formal ruling which says you are 
doing it right or youre doing it 
wrong as far as the Treasury is con- 
cerned. The best you can hope for 
is an unofficial opinion. 

Q. This method of doing business 
is recognized by the government 


“One executive says his company is forced to use a tax haven, 
because of a highly competitive situation.” 








as a means of tax deferral, is it not? 
There are no pretenses, are there? 





A. No, there are no pretenses. The 
hearings on the Boggs Bill are full 
of testimony by leading companies 
on the fact that they are using for- 
eign base corporations to defer 
taxes. Well recognized companies 
make such statements as: “We will 
use a foreign base corporation un- 
less the Boggs Bill passes.” Another 
company says: “We are forced to 
use a tax haven.” The executive of 
another company said that his com- 
pany is in a highly competitive sit- 
uation and is forced to use a tax 
haven in order to stay competitive. 
Q. In order to do business through 
a foreign base corporation, what is 
necessarily involved? Do you have 
to ship your goods through the 
country where your corporation is? 
Do you have to do your accounting 
there? What’s involved? 

A. There are two basic ways to 
handle the export of materials from 
the U. S. One is to sell the prod- 


“The more substantial your for- 
eign base corporation, the less 
chance you have of difficulty.” 


























ucts from the parent to its foreign 
subsidiary and move these products 
outside of the U. S. into a ware- 
house. Then the subsidiary sells... 


Q. Into a warehouse in the foreign 
base country? 

A. Usually free ports are used for 
this purpose. Panama prov ides the 
Colon Free Zone, which is a free 
port. A U. S. company could, for ex- 
ample, sell and ship its merchan- 
dise to its subsidiary in Panama. 
The merchandise would reside 
the Panama free port, requiring no 
payment of duty to the Republic of 
Panama. The Panama subsidiary 
corporation then resells this mate- 
rial any place in the world and 
ships it from Panama. 


Now, this procedure obviously 
lends itself best to merchandise of 
a high ratio of value to weight. It 
doesn't work for relatively heavy, 
expensive-to-ship items with a high 
weight-to-value ratio. 


Q. You wouldn't ship a locomotive 
from Chicago to Panama if it’s go- 
ing to end up in West Germany. 

That is quite true. But with 
pharmaceuticals and other small, 
lightweight, high value products, 
it does work advantageously. 

The alternate approach is to ap- 
point the Panama corporation a 
sales agent. The goods are shipped 
from the U. S. company to the 
customer in any foreign country, 
with a commission paid to the Pan- 
ama company as sales agent. 

Now, 


in both of these cases, it is 


necessary for the Panama corpo- 
ration to have what is generally 


called substance. And this sub- 
stance is all of the processes and 
resources involved in operating 
business. The foreign base subsidi- 
ary should have an office in its 
foreign base country, or at least out- 
side of the U. S. It should have peo- 
ple on the payroll outside the U. S. 
It should have officers of its own 
outside of the U. S. This is a partial 
example of what constitutes corpo- 
rate substance. 

Q. How much substance is needed? 
A. That is a matter of interpreta- 
tion. If your foreign subsidiary lacks 
sufficient substance, the govern- 
ment can say you have no foreign 
corporation, and tax the parent cor- 
poration on foreign earnings. Thus 
considerable emphasis is put by 


legal counsel on the establishment 
of substance. 

There is no definitive legislatio 
or decree which says what consti< 
tutes the minimum required corpo- 
rate substance. Therefore, the ac- 
cepted practice now is to give you 
foreign base corporation as muc 
substance as possible. The more 
substance you have, the less chance 
you have of difficulty. 

I believe the Internal Revenue 
has purposely not stipulated the 
minimum requirements of sub- 
stance for a foreign base corpora- 
tion. They know that if the line 
were drawn, many or most foreign 
subsidiaries would be given just 
the bare minimum of substancel 
and no more. I believe the Inter- 
nal Revenue is keeping an eye on 
those U. S. corporations that are 
making flagrant violation of the 
spirit of foreign base corporation, 
but I think they are aware that 
most companies using this method 
are trying to do it on a sound basis 
that benefits the U. S. economy. 


It is the attitude of our organiza- 
tion that this matter should be ap- 
proached in the most conservative 
fashion. The reason for the exist- 
ence of our organization is to pro- 
vide a company with the oppor- 
tunity to get the maximum amount 
of substance, despite the fact that 
the company may not have a large 
amount of foreign business. 


Q. Is it possible to set up a for- 





eign base corporation today and/ 
start doing business with it tomor- 7 


row? 

A. Theoretically it is possible. It 
all depends on how you were doing 
the business before you established’ 
the foreign subsidiary. A company 
that has not already established a 
fixed pattern of directly doing busi- 


ness abroad could perhaps begin 


using a foreign base corporation 
immediately. But if your foreign 
business pattern is already estab- 
lished in another form, the prob- 
lem may be a little more difficult. 


Q. This is a pretty costly thing to 
do, though, isn’t it? You're talking 
about setting up a corporation— 
employees, officers, banking con- 
nections, and so on. 
A. There are definite costs to con- 
sider. If a large amount of foreign 
continued on page 80 
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- WHEN 
GOVERNMENT 
CONTRACTS 
ARE CANCELLED 


If your firm does government work, you face the danger of severe 


losses from terminated contracts. 


But contract cancellations don’t 


have to mean money out the window. If you know what to do, you 


can neutralize the blow of a contract termination. Through the case 


history presented here, you can “experience” a cancellation and learn 


the actions to take if one hits your firm. 


by Charles M. Colt 


Manager, Contract Administration 
Consolidated Controls Corp. 
Bethel, Conn. 
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ques Suppose you hold 
a government contract. What 
would you do right now if your sec- 
retary dropped a telegram on your 
desk that read: “Stop all work on 
government order number 

Would you know the immediate 
actions to take to minimize any loss 
from this cancellation? Chances are 


you wouldnt, unless you've already 
been through a couple of cancella- 
tion cases. 

Youre not alone. Despite the 
fact that government contract can- 
cellations occur fairly frequently, 
they still catch many firms totally 
unprepared. It’s important to “ex- 
pect the unexpected” when dealing 
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with the government. To see why, 
consider this example. 

Two years ago, a manufacturer 
landed a government contract. He 
immediately bought new machin- 
ery and hired more men. He even 
altered his manufacturing processes 
to meet the new order. 

Six months later, production was 
progressing smoothly. One large 
shipment had gone out. A second 
was being readied. Then a telegram 
landed on the manufacturer’s desk 
one afternoon. It was a “Stop all 
work” order from the government. 

The company was thrown com- 
pletely off balance. What was to be 
done with the warehouseful of spe- 
cial parts? What about money spent 
tooling up for the government or- 
der? What about such expenses as 
salaries, new equipment and mate- 
rials? Was this investment lost? 

Many precious weeks later, man- 
agement found there was a way to 
recover its expenses: file a termina- 
tion claim. But operating capital 
had sunk dangerously low. Random 
layoffs had crippled the work force. 
Anxiously trying to find a new ave- 
nue for profit, management had got- 
ten the: company into a near cha- 
otic condition. The firm came 
through the crisis seriously dam- 


aged. 





About 
the 


author 





Charles M. Colt is manager of con- 
tract administration for Consolidated 
Controls Corp., Bethel, Conn. He has 
submitted and settled hundreds of gov- 
ernment contract terminations, valued 
at millions of dollars, for Consolidated 
Controls Corp. and other firms. 

A graduate of Boston University, 
Colt has worked in production control 
for General Electric Co., a pase 
which led to inventory control man- 
ager with Manning, Maxwell & Moore, 
Inc. Late in World War II, when ter- 
minations created a huge inventory 
problem for defense manufacturers, 
Colt supervised collection of cost in- 
formation, submission and collection of 
claims, and disposal of inventory. He 
has been in close touch with changing 
government regulations and _ policies 
since then. 


48 


What about you? Would a con- 
tract cancellation cripple your firm? 
Study the following actions. They 
will help you to minimize losses 
from government contract termina- 
tions. 


Actions to take 


Here’s what to do before the gov- 
ernment rug suddenly is pulled out 
from under your financial feet. 


Know the rules of the game. Ac- 
tions to take in the event of a con- 
tract termination, plus the expenses 
you are allowed to charge for, are 
included in the U. S. Armed Serv- 
ices Procurement Regulation, par- 
ticularly Sections V Ill and XV 
(available for $18 from the Super- 
intendent of Documents, Govern- 
ment Printing Office, Washington, 
D. C.) and in the Canadian De- 
partment of Defence Production 
DDP26A and DDP31. 


Guard against “too many eggs in 
one basket.” An obvious point, but 
many companies become all too de- 
pendent on one government pro- 
ject. 


Expect the unexpected. If a con- 
tract termination catches you un- 
aware, you might make hasty, and 
wrong, decisions about what to do. 
Determine now which of your man- 
agers would have to take imme- 
diate action if a cancellation came 
in tomorrow. Determine the spe- 
cific jobs each would have to carry 
out. 


Find termination consultants. Like 
tax consultants, there are termina- 
tion consultants who can help you 
claim all you legally deserve in the 
settlement of a terminated govern- 
ment contract. Sometimes they are 
hard to locate. If directories don't 
list government contract specialists, 
check other firms in your area that 
have government contracts. You 
may be able to hire their contract 
administrator for some after-hours 


help. 


Watch the trade papers. If a gov- 
ernment project is in danger of be- 
ing cancelled, it usually gets into 
the trade papers. Thus warned, you 

may have time to increase ship- 
ments, thereby reducing the amount 
to be cancelled. You may even com- 


plete the contract. (If you are a 
subcontractor, it’s necessary to know 
the end use of your products in or- 
der to get any benefit from trade 
paper cancellation news.) 

If a contract cancellation hits, 
take these actions immediately: 


Get permission to ship and invoice 
any finished goods on hand. If the 
termination catches you with some 
finished products, you can some- 
times obtain permission to ship and 
charge for this portion only. It’s 
one way to get back some w orking 
capital quickly. 


Negotiate a price increase. One pos- 
sibility, if the contract is only par- 
tially cancelled, is that you may be 
able to raise your price on the items 
which were not cancelled. This is 
because you are shipping a smaller 
total quantity and are reducing the 
rate of deliveries. 


Submit claims fast 


The above actions are natural 
ways of protecting your interests. 
But they leave untouched one ma- 
jor problem: termination claims. 

A termination claim is a form that 
you submit to the government (or 
to your customer if you are a sub- 
contractor ) in order to obtain reim- 
bursement for expenses incurred on 
cancelled contracts. 

If a cancellation hits, get your 
termination claim in fast. Here’s 
why. 

It often takes months, and some- 
times years, for the government to 


settle termination claims. Claims 
must be investigated, passed 
around and acted upon in turn. 


(At present, there are billions of 
dollars in termination claims pend- 
ing.) Delay freezes working capital, 
and too often has led to the bank- 
ruptcy or forced sale of a business. 

If you submit your claim quickly, 
it enables the government (or your 
customer) to process your claim 
ahead of the flood from other sup- 
pliers. Make it accurate. If the 
claim is free from errors, it won't be 
delayed by the need to resubmit it 
with corrections. 


When not to file claims 


Some firms, realizing delay is in- 
evitable, sidestep the issue and 
agree to cancel the contract at no 
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charge. This is a reasonable solu- 
tion in the following situations: 

1. When you have incurred neg- 
ligible costs on the terminated or- 
der. 

2. When costs are for parts you 
can use for other orders without loss 
or without holding excess inventory. 

3. When the cost and aggrava- 
tion of preparing a claim, and ne- 
gotiating settlement, outweigh the 
eventual income to be obtained. 
(In my opinion, it is not economi- 
cal to submit a claim for less than 
$50. Firms which have dealt with 
contract terminations sometimes set 
that figure higher.) 

Even if you have substantial 
costs, the “no charge settlement” 
approach may be tempting. But 
dont let the government off the 
hook just for the sake of conven- 
ience. It is your right to be reim- 
bursed for any expenses incurred 
under a government contract. 


A case history 


Outlining the actions to take in 
the event of a contract termination 
is easy. But what happens in actual 
practice? Here’s what one company 
did when its contract was can- 
celled. 

The Termin Co., a small firm em- 
ploving 200 people, received in- 
structions to terminate the balance 
of several fixed price orders. These 
instructions came from the Prime 


»Co., which had similar instructions 
Strom the U. S. Air 


Force. 

The orders were valued at 
$500,000. Approximately $200,000 
worth of orders had been shipped 
and billed. This meant that 
$300,000 now could not be billed 
over the next few months, although 
much of the cost for this billing had 
tbeen incurred. To compound the 
problem, major components were 
on order from Lowertier Co. and 
other small suppliers. 

Being inexperienced in govern- 
ment contracts, Termin Co. was not 
organized to handle the problem 
automatically. The president met 
with the treasurer, sales manager, 





production manager and _ purchas- 
ing agent. He outlined the situation. 
It was obvious that no further 
‘osts should be incurred, both from 
4 company standpoint and accord- 
ing to instructions in the termina- 
ion notice. The firm needed 
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payment for work done as soon as 
possible. It realized, however, that 
this would take longer than normal 
shipping and billing. As a first step, 
the following jobs were delegated. 


Production manager: stop all work 
on cancelled orders, their suborders, 
tools, etc.; notify purchasing agent 
which purchase orders to cancel; 
segregate inventory for cancelled 
orde ‘rs, then count and list for cost- 
ing (including material with Ter- 
min’s suppliers); determine what 
other work could fill the gap in pro- 
duction; rearrange facilities; seek 
ways to reduce direct labor expense. 


Purchasing agent: stop work on all 
related purchase orders as specified 
by production manager; obtain can- 
cellation claim (or agreement to 
cancel at no charge) from each 
supplier, as quickly as possible. 


Treasurer: review cash position and 
the need for borrowing; determine 
direct costs for checking with 
priced termination inventory; list 
indirect costs incurred for engineer- 
ing, drafting, capital equipment, 
factory rearrangement, etc.; devise 
system, and determine rates to be 
charged for recovering overhead 
costs, general and administrative 
expense; report effect of termina- 
tion on office staff, either for lack of 
work extra work that results. 


Sales manager: discuss with cus- 
tomer (Prime Co.), in view of sub- 
stantial costs incurred, the (remote ) 
possibility of reinstating all or part 
of the orders; request permission 
from customer to ship and bill the 
finished products on hand so that 
customer can include them in his 
termination claim (the items are at 
full price either way, and if they 
appear in the customer’s claim, he 
can add his general and administra- 
tive expense and_ profit); obtain 
instructions for submitting termina- 
tion claim, number of copies, dead- 
line, etc., from customer; negotiate 
with Prime Co. for repricing por- 
tion already shipped, since total 
quantity is now reduced from the 
original amount. 

Two days later, the same men 
met again. Each reported that his 
requested actions were completed 
or in process. 
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Sales manager reported that: fin- 
ished products on hand would be 
shipped and billed, thereby reduc- 
ing the termination claim and the 
resultant paperwork; claim must 
be submitted to Prime Co. within 
six months and the _ settlement 
would require about a year more. 
(In view of the need for payment, 
Termin decided the claim should be 
submitted within two months. ) 


Production manager reported that: 
one month would be needed to lo- 
cate and count parts, determine 
stage of completion, list, divert 
parts to other orders where possi- 
ble, and store; under regulations, 
inventory would be offered to the 
government in return for payment 
and must be safeguarded; layoffs 
were necessary and factory rear- 
rangement was proceeding. 


Treasurer reported that: 15 factory 
and office personnel should be laid 
off immediately (possibly more lat- 
er) and that their termination pay 
could be included in the claim as 
could factory rearrangement costs; 
indirect costs and work rates had 
been compiled, for use when inven- 
tory had been listed; one month 
should be ample for costing inven- 
tory and submitting government 
forms—but a study of the regula- 
tions leaves many questions, partic- 
ularly on starting costs and allow- 
able indirect costs. 


Purchasing agent reported that: 
only Lowertier Co. requested termi- 
nation charges, but needed six 
months to submit claim and didn’t 
know how to do so. 

With these specific reports in 
hand, Termin’s president made 
these specific requests. 

First, he directed the treasurer to 
seek help from an outside expert on 
starting costs, allowable indirect 

continued on page 84 
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Part 





of a five-part series 


How to double or triple 


your reading speed 


Do you need more time to get things done? A way to get more time is 


to accelerate your reading speed. It takes no special talent to do it—just 


practice and willingness to break inefficient reading habits. In this five-point 


series, you 


of the five monthly “lessons.” 


Ms Through skilled 
reading habits you can dispense 
with your “must reading” in half 
the time it now takes you. 

In the first article of this series 
we discussed a technique for faster 
reading called “phrase reading.” In 
order to acquire this habit you must 
develop an awareness of phrases. 
This can be done consciously at 
first by circling phrases in pencil 
and then by re-reading the article 
phrase by phrase rather than word 
by word. Gradually you will de- 
velop the ability to see phrases un- 
consciously. 

Beginning readers and most un- 
trained readers depend on saying 
and hearing the words, as well as 
seeing them. But, while you can see 
and comprehend several words at 
once, you can say or hear only one 
word at a time. 


Columnar reading 

You can also improve phrase 
consciousness by letting your eyes 
move down a column of type with 
only one fixation per line. At first 
it will help you to draw a pencil 
line down the center of the column 
and to follow this with your eyes. 
Try to see the first and last words 
of each line of type while looking 
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directly down the center. Sample: 


Management Methods is a maga- 
zine that offers practical solutions 
to management problems. It identi- 
fies specific problems, suggests 
solutions and gives case histories 
showing how the solution has 
worked in one or more companies, 
and the results achieved. Top exec- 
utives throughout the country 
have rated Management Methods 
the most useful of all business and 
management publications. Many 
call it the “how to” magazine for 
presidents and other administrative 
level managers. 


To start, you may find it easier to 
try the second and the next-to-last 
words of each line of type. Later 
you may practice this technique on 
the way to work or during the 
work routine when it is necessary 
to read columns of news or maga- 
zine print. Though this and many 
of the other techniques may sound 
like a waste of time, they help 
greatly to increase your eye span. 

The following exercise will tell 
you whether or not you are an audi- 
tory reader (one who depends on 
saying and hearing each word). 

Repeat aloud, over and over, un- 
til it becomes almost automatic, 


‘an learn to cut your reading time in half. This is the second 


this chant: “one, two, three, four, 
one, two, three, four, etc.” Then be- 
gin to read while still chanting 
aloud. If you depend on hearing 
and saying the words you read, then 
the print will seem quite meaning 
less. 

In order to become a visual read 
er, keep up this “mumbling” pra 
tice. You will soon find that you ar 
able to direct your mind to wha 
your eyes are reading, while you 
auditory and vocal organs are bus} 
with the chant. When this happen 
you are on your way to real readin 
efficiency. 

Phrase reading helps your con 
centration and comprehension 
well as your reading rate. The plod 
ding, word by word reader thin 
more rapidly than he reads. Hi 
mind races ahead, becomes dis 
tracted. The phrase reader gets th 
material in bigger “visual bites,” an 
has more to occupy his attentio 
Because his concentration is better 
he is much less likely to beco 
distracted. 

Furthermore, we naturally thin 
in concepts or thought units. Bi 
reading phrases you read though 
units. You do not have to stop aft 
a few words to assimilate an ideé 
as does the word by word read 
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by The Reading Laboratory, Inc. 


because you are already reading in 
ideas or concepts. This ability is 


basic for more effective reading. 


indenting as a technique 
to increase reading speed 

The eye is automatically pulled 
to the margin or white space on ei- 
ther side of the printed page. If 
you are reading properly, by phras- 
es, then it is unnecessary to begin 
at the very beginning of a line or 
to go to the very end of it. There is 
nothing in the margin to read and 
if you are reading by phrases then 
it is wasted motion. Start every line 
about one-eighth of an inch in and 
read to one-eighth of an inch short 
of the end margin, then swing 
down to the next line one-eighth of 
an inch in, etc. At first, to acquire 
this habit, sketch a light line down 
each side of the page you are read- 
ing as has been done on this para- 
graph. These guide lines will help 
you to start and finish within the 
limits suggested. You will notice 
that there is almost a physical pull 
of the eye to go all the way to the 
margins. Like the other techniques 
you will learn in this series, it takes 
practice to overcome firmly estab- 
lished habits. However, all the 
parts help to make the whole, in 
this case, the skilled reader. 
Have a good reading 
environment 

Eye fatigue and visual strain ac- 
count for a large part of distraction. 


# It is taken for granted that you are 
} aware of the value of good lighting. 
| Choose a location for reading and 
}research where interruptions will 


be at a minimum. Don’t be too 


§ comfortable. Try for a compromise 


between relaxation and tension. A 


ig little tenseness helps you to stay 


ee alert. 





Finally, as much as your sched- 


s ule allows, try to make your read- 
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ing time and place habitual. You 
will begin to associate the time and 


location with concentrated read- 
ing efforts. Habit will become a 
help. Comprehension will increase 
with speed. 

There are various techniques to 
help your comprehension and con- 
centration which will be discussed 
at length in this and future articles. 
It should be stressed, however, that 
many people are very hesitant to 
use speed reading techniques for 
fear they are dropping in compre- 
hension. This is not true! To be 
sure, at first perhaps you will be 
thinking so much about the tech- 
nique itself that your comprehen- 
sion will drop. Like learning to play 
the piano. First you concentrate on 
placement of fingers on the keys 
and the resulting melody will be 
static, uneven and quite far from 
perfection. Chances are you hardly 
hear the melody because it is nec- 
essary to concentrate fully on the 
new physical techniques. Once you 
become unconscious of the new 
movements then it is possible to 
concentrate entirely upon inter- 
pretation rather than on individual 
notes. 

This same method applies to 
reading, though the skills described 
do not require nearly as long a time 
to acquire. Push yourself to read 
rapidly by phrases until it seems 


A 64-page do-it-yourself 
book, which tells you the how, 
what and why of reading im- 
provement with self gauge to 
determine your reading rate, 
is available for $2 from De- 
velopmental Research Institute 
(an affiliate of The Reading 
Laboratory, Inc.), Order De- 
partment, 500 Fifth Ave., New 
York 36. 


that you are fairly skimming the 
page. Many businessmen being 
taught to read in this way have a 
great deal of trouble in overcoming 
the fear of missing something, espe- 
cially men who are in editorial posi- 
tions which require careful proof- 
reading. 


Self pacing 


Adjust your pace to the purpose. 
An automobile has several gears for 
several purposes: low for power- 
hill climbing, driving on slippery 
ground and rough places; high for 
ordinary roads; overdrive for speed. 
You can adjust your reading gear 
in the same way, according to your 
purpose in reading and the diffi- 
culty of the material. After pre- 
reading, determine which reading 
rate to use. 

Low gear (painstaking, thorough 
reading): Important and difficult 
new concepts in your field. Read- 
ing material you need, the terminol- 
ogy of which is strange to you. 

High gear (normally fast read- 
ing ): Fairly routine articles in your 
own area of knowledge. Non-tech- 
nical but important topical materi- 
al. Departments in Management 
Methods (slowing into low when 
an item is particularly important 
to you). 

Overdrive (skipping, skimming): 
Reviewing material already fa- 
miliar to you. Searching for a par- 
ticular fact in otherwise irrelevant 
material. Fast glimpse of main ideas 
in an article. 

As you develop a smooth rhythm 
of phrase reading then also practice 
shifting gears, reading fast or slow 
depending on the material. Learn 
to adjust rapidly to the nature of 
reading material before you. It will 
give you a greater feeling of con- 
trol and the resulting efficiency will 
allow you to do all work with great- 
er confidence, 








Fiow to halta 


When employees have to parade in order to communicate, waste is 


the result. And the waste compounds itself. Heres how to stop it. 


by B. A. Stein 


Dictograph Products, Inc. 





BEFORE 


Here’s a typical company office. As in every busy office, people are constantly 
talking to each other. In fact, in this particular office, they spend a good part of 
their time parading back and forth to each other's office. . . . 
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ms Are you paying 
people to exercise their feet instead 
of their minds and hands? 

Footsteps in any business cost 
money. Yet it’s common in many 
companies to see ant-like proces- 
sions of travelers—each carrying 
some vital bit of information to 
another. Continuous movement 
makes people look busy, but analy- 
sis usually shows that people on the 
move are not getting much done. 
People can’t parade and work too. 

Once a parade gets started in a 
company, its numbers tend to swell. 
Before long everybody is marching 
and taking longer and longer for 
each journey. 


How a parade is born 

Let’s say Employee A carries 
some essential statistic to Employee 
B in the next office. There’s a 
mighty temptation to linger for a 
few words about sex, TV, or weath- 
er conditions. On the return trip, 
Employee A may decide to make a 
short detour to say “hello” to Em- 
ployee C. Meanwhile, Employee D 
has left his desk and is searching 
for Employee A. Employee E is on 
the trail of Employee D. The 
switchboard operator is scouting for 
both Employee E, who has an in- 
coming phone call, and Employee 
F, who asked her to place a long 
distance call, then dashed off in 
search of Employee E to get some 
figures he’d need for the call. With 
in a very short period of time, this 
whole company is in a state of utter 
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communications parade 


chaos, with everybody wandering 
or dashing about in search of each 
other. 

Does this seem farfetched? A 
study in the New York headquar- 
ters of a tobacco company showed 
that stenographers left their desks 
as often as 20 times a day to get 
necessary facts from other offices. 

There is a logical way to short 
circuit this wasted travel time in a 
company. The answer: intercoms. 


A case in point 

With a properly designed inter- 
nal communications system, there is 
no reason for the parade to get 
started. Thousands upon thousands 
of footsteps can be eliminated; 
many manhours of productive time 
can be added to the workday. This, 
as company after company has dis- 
covered, converts itself into real 
dollars and cents. 

Take the case of a Long Island, 
N. Y. manufacturer of containers. 
The company had a constant flow 
of information between sales, pro- 
duction, shipping, and bookkeep- 
ing. Administrative people were 
“hiking” and taking an average of 
eight minutes to exchange two min- 
utes of information. Customers had 
dificulty getting through to the 
sales department because salesmen 
were either on the phone to produc- 
tion and shipping, or they were 
there personally because — they 
couldn’t get through on the phone. 

The most immediate effect of 
this communications jam-up was 
the loss the company suffered in 
wasted manhours because of the 
constant “hiking.” But there were 
other more subtle losses. Because 
the salesmen weren't readily avail- 
able for incoming calls, a high per- 
centage of callbacks were made, 
pushing the phone bill up. Also, 
customers were kept waiting. Even 
after the customer was connected, 
he sometimes requested informa- 
tion which the salesman did not 
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have. This meant the call was re- 
turned to the switchboard while the 
salesman used his phone to get the 
necessary information from  ship- 
ping or billing. If the other phone 
was busy, the customer had to be 
called back—another contribution 
to high telephone bills. The com- 
pany found it was losing manhours, 
sales, and customer goodwill. 





AFTER 
But here is the same office—with one important difference. The communications 
parade has been halted. Intercoms have replaced footsteps, and provide instant 
communications. Only occasional face-to-face contact is necessary. 


An internal communications sys- 
tem solved the problems. 

It cut down workpost absentee- 
ism by more than 60%, according to 
figures drawn from recent studies. 

It allowed incoming calls a clear 
track to the wanted party since the 
outside phone was no longer used 
for internal contact. 

And it let the salesman get in- 
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When call requires more information, 
it can be obtained instantly by an 
internal call on an intercom. 


formation for the customer while he 
was still on the outside line. 


With the elimination of a high 
percentage of callbacks, the com- 
pany found it cut its phone bill by 
about 30%. 


Desk hopper to button pusher 

But not every system operates to 
the total benefit of the company. 
The desk hopper sometimes be- 
comes a button pusher. With an in- 
tercom, he finds it even easier to 
contact people and pass the time of 
day chatting. Some executives find 
that the intercommunication system 
allows too easy access to them with 
the result that they're bothered with 
petty details. 

However, internal communica- 
tions system manufacturers are 
overcoming these disadvantages. 
By engineering systems to connect 
only those people who must con- 
stantly be in touch with one another 
for business purposes, gossiping is 
held to a minimum. And modern 
systems tell the executive who wants 
him, enabling him to screen his 
calls; they also tell him who called 
when he was away from his desk. 
The buzzer, which can be annoy- 
ing, has in many cases been replaced 
with a chime. 

Some of the intercoms in opera- 
tion today could be called “girl fri- 
days.” They'll take dictation, turn 
on a music system, and even open 
and close drapes at the push of a 
button. 

There are many daily indications 
of whether or not a company can 
benefit by an internal communica- 
tions system. For example: 
® Are administrative people con- 
stantly on their way to and from 
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the file room, the purchasing and 
shipping departments, or other 
areas? 

® Are too many callbacks made on 
incoming local or long distance 
calls? 

® Do customers complain that it 
takes too long for them to get in- 
formation when they call in? Are 
they kept waiting because the per- 
son they want to speak to is using 
his phone for an internal call? 

® Do executives find that what 
was intended as a short meeting 
with two or more of their associates 
turns into a full-fledged conference? 
@ Are men within the company 
who must be in contact regularly 
calling one another back because of 
busy signals? 

® Do company personnel complain 
of too many people on the same ex- 
tension? 

# Is production held up longer 
than necessary because information 
on a breakdown or jam-up takes too 
long to reach the party who could 
resolve the problem? 


How to judge the need 

To check a company’s existing 
communications system the best 
place to start is at the source—the 
switchboard. Ask the operator to 
estimate the percentage of total 
calls that are intra-company. Some 
studies show that if more than half 
the switchboard load consists of in- 
ternal calls, this points to the need 
for a separate communications set- 
up with an independent automatic 
switchboard. 

The operator also should be able 
to estimate: 
™ The percentage of callbacks 
made because the wanted party 
was busy with an internal call. 
® How long outside calls had to 
wait while internal calls were being 
completed. 
® Who the people are who use the 
switchboard most frequently for in- 
tercommunication purposes. 
® The approximate amount of time 
during the day that the switchboard 
is operating at capacity. 

Next, company’s executives can 
be queried. They should be asked 
to estimate: 
® How long it takes them to con- 
tact the people with whom they 
must continually exchange informa- 
tion. 

@ Whether the present system af- 
fords them needed privacy. 





® How often they need to secure 
inside contacts while on an outside 
wire. 

® Whether they have difficulty 
reaching the switchboard operator. 
® How often they leave their desks 
to confer with two or more associ- 
ates simultaneously. 

@ What percentage of these con- 
ferences could be handled over an 
internal communications system. 

Finally, study the layout of the 
office and observe office traffic. No- 
tice the distance between depart- 
ments and between executives and 
their secretaries and assistants. Note 
the traffic between these various 
points and estimate what percent- 
age of it could be eliminated by 
means of an efficient internal com- 
munications system. 

By carefully compiling the an- 
swers to these questions, you can 
estimate approximately how much 
money the company is_ losing Yc 
through wasted time and effort. 


You won't be able to estimate how lis 
much customer goodwill is being 
lost by an improper internal com- co 
munications system. However, if 


the company is suffering a calcu- 
lable loss from the former, the 
chances are that it is sustaining a 
significant loss from the latter. 

In all, there are four ways to im- 
prove an internal communications 


nually \ 
you mig 


problem: For it 
1. Determine the extent of the § m Pilfer 
communications malady. sands of 
2. Decide what specific problems § # Collu: 


the system must solve. 

3. Have the system engineered 
to follow the firm’s organization 
plan. 

4, Be sure that it is capable of 
expanding to meet the company’s 
foreseeable growth. & 
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by W. Sherman Burns, President 
William J. Burns International 
Detective Agency, Inc., New York 
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Your 


cost, you can do it yourself, 


You can save thousands of dollars an- 
nually with a tight plant protection system—in ways 
you might not even realize. 

For instance, good plant security protects against: 
® Pilferage (studies show pilferage costs firms thou- 
sands of dollars each year). 
® Collusive theft (employees 
delivery drivers to cheat you). 
BE mployee ¢ carelessness (machines broken by care- 
lessness are expensive to repair). 
® Sabotage (don’t think you're immune; there’s no tell- 
ing what a disgruntled e mploy ee may do). 
al eakage of company secrets (you might lose impor- 
tant competitiv e data this way). 
= Extensive fire or water damage (these 
can cost you thousands of dollars). 


might cooperate with 


calamities 


You can set up your own plant protection system, at 


About the author 


W. Sherman Burns is president of The 
William J. Burns International Detec- 
tive Agency, Inc. The 51-year-old firm 
employs more than 15,000 specialists 
in providing protection services for 
business and industry. 

He is a son of the late William J. 
Burns, former head of the FBI and founder of the com- 
pany. W. Sherman Burns joined the agency after gradu- 
ating from Stanford University and law school. He became 
president when his brother, Raymond, moved up to chair- 
man of the board. 
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plant may actually invite thievery. 


and it saves 





This check- 
list article tells how to set up a tight protection system for your plant. It’s low 


Many plants do. 


thousands of dollars 


annually. 


very little cost. The following guide posts will show 
you the basic protective actions to take. Of course, not 
every question will apply to your specific situation. But 
the chances are they'll suggest other positive measures 
you can tailor to your particular situation. 

Experience shows this checklist will work for any 
size firm, whether it has 50 or 50,000 employees. Have 
someone survey your plant with this checklist, then re- 
turn this copy of the magazine to you. It’s a quick and 
easy way to pinpoint areas that need attention. 

This article is divided into two parts: security from 
the outside in, and security from the inside out. 

Just as there are numerous ways that people can 
steal from the outside, so are there ways that employees 
can pilfer from the inside. This article does not imply 
that all, or even a majority, of workers are dishonest. 
But a small minority are. It is this minority that you 
must protect yourself against, if you want to shave 
costs. 

One easy way to guard against internal pilferage is 
to remove temptation. This means proper storage and 
protection of movable materials. Fire and water dam- 
age protection is important, too, because it can save 
you money on insurance premiums. 


What about persistent losses? 


Some companies, in spite of extensive security pre- 
cautions, still have persistent losses. Many of these 
firms have turned to hiring special undercover workers 
to spot pilferage and report it to management. 

To be effective, these undercover “operatives” should 
come in through regular employment channels. None 
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but a few senior executives in the plant should know 
their identity. The fewer people aware that under- 
cover work is going on, the more effective the investi- 
gation is. 

If you think undercover work is unethical, ask your- 
self this question: is pilfering unethical? If you think it 
is, don’t you have the right to protect against it? 

These undercover workers can help in several ways. 
They can spot collusive theft between employees and 
someone on the outside. They can pinpoint weaknesses 
in your security system. They can also give you a bird's 
eye view of what is going on inside the plant. They 
can supply needed infor mation about employees who 
are untrustworthy. What’s more, undercover operatives 
can easily spot highly skilled, dedicated employees 
who might be worth promoting. In short, these opera- 
tives can often collect information which would be 
difficult for you to get with other methods. 


Government contract security 
Suppose your firm lands a government contract. You 
have to set up a security program in a hurry. What do 


you do? 
First, see that all the recommended actions above 





are in operation. The government will advise on the 
subsequent steps to be taken. 

The type of work you do for the government deter- 
mines whether clearances are needed. If confidential, 
secret and top secret clearances are necessary, the gov- 


ernment will handle it. It checks everyone from 
guards, clerks and stenographers up to top scientists 
and top management. 

The type of clearance a person gets depends on the 
work he contributes to the project. “Need to know” is 
the general rule. 

Now, examine the checklist on the opposite page. 
You might find several weak spots in your plant se- 
curity that need tightening. 

If you have answered a majority of these questions 
negativ ely, chances are your basic security is poor. 

Some firms consider themselves adequately ly pro- 
tected if there are a few over-age employees serving 

as watchmen. Other firms go so far as to build a “little 
Fort Knox,” spending dhousands on professional guards, 
elaborate fences, alarm systems, ete. 

Chances are a security system somewhere between 
these two extremes will work best for your firm. It’s 
easy to set up—and easy to afford. & 





EXAMPLES 


Q—Why protect loading docks? 


A—Loading docks offer excellent 
ob opportunities for collusion between 
<= dishonest employees and truckers. 


; On incoming deliveries, a dishonest 
employee can sign for a dozen 
~ packages, while receiving only 














a black market operation and the 
profits split. 


=a TIS: ai eight. The missing four are sold in 


Q—Why check windows facing on quiet streets? 


A—Confederates working on the 
outside show up by prearrangement 
and pick up innocent-looking “rub- 
bish” that has been “carelessly” 
_ tossed out. In any number of cases 
it has been found this contains fin- 
ished products or valuable parts. 
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Q—Why check disposable waste, garbage, etc.? 


A—In one case, it was found that 
dishonest employees were wrapping 
foodstuffs in polyethylene bags, 
concealing it in garbage and recov- 
ering it later. In another case, small 
electric components were being 
smuggled out the same way. 


Q—What is the best way to protect against pilferage? 


A—Actually there is no “best” meth: 
od. One effective method is to place 





an undercover operative in a sus 
pected area to check out methods 
of stealing. Examples can be made 


ployees who leave with conceale¢ 
goods. Or you can educate employ 
ees about what such losses mea 
to the company and to their ow 
income. 
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From the outside 


1. Are all entrances and exits properly fit- 
ted with locks? 


Are strategic exits and entrances—used 
by employees, trucks, visitors—protected by 
guards? 


3. Are visitors and truckers checked in and 
out? 


4, Is it made mandatory that they properly 
identify themselves and register in and out? 


Are lower floors with windows protected 
from vandals? 


6. Is the plant area fenced off? 


If it is, are all gateways manned by 
guards? 


Emergencies 


8. Do your exterior guards have the means 
to spread alarms rapidly in case of emer- 
gencies? (Telephone, intercom call box, 
electronic alarm system, electronic gate 
closing and locking devices.) 


9. Are your guards regularly supervised and 
checked out to determine that they follow 
prescribed procedures: ? Do you have: spot 
checks by superiors; daily check of log book; 
unannounced check by senior se curity offi- 
cer or other executive; practice drills to 
insure alertness? 

10. Are your guards regularly rotated to 


insure familiarity with the entire plant and 
to prevent lethargy? 


Shipping and receiv ing 


11. Are your shipping and receiving docks 
under constant surveillance? 


12. Are loadings and unloadings carefully 
checked? 

13. Are these checkers well supervised and 
regularly checked to determine if collusion 
exists between them and drivers? 


O 


| 
| 


O 


OO 


YES 


YES 


TEST YOUR PLANT FOR SECURITY 


os ee: 


fC 


C] 


From the inside 
1. Are all fire exits clearly marked? 


2. Are fire protection sprinkler systems, 
hoses and connections and chemical ex- 
tinguishers checked regularly? 


3. Are assigned personnel instructed in fire 
hazard inspection methods and in emer- 


> see _ M ) 
gency fire fighting: 


4, Is waste paper and other debris con- 
stantly cleared and stowed? 


Pilferage, smuggling, theft: 


5. Is all garbage or other disposable mate- 
rial checked? 


6. Are your inventory departments screened 
or walled off? 


Are employees required to sign receipts 
for all materials received? If not, how are 
withdrawals checked? 


8. Are tools issued indiscriminately or are 
order slips required? (Some firms, reversing 
the trend away from red tape, make it fairly 
complicated to check out tools and mate- 
rials. Elaborate systems, they've found, dis- 
courage impulsiv e pilfering.) 


9. Are individual production records main- 
tained and checked against issued ma- 
terials? 


10. Are employees permitted to wander 
outside working areas to unprotected places 
while carrying materials? 


11. Do they have access to their cars in un- 
supervised parking areas during rest or 
lunch period? 


12. Are employees carefully checked in and 
out at all times during the day and are pack- 
ages inspected? 


13. Are shipping docks under constant sur- 
veillance? 


14. Are all truck loadings carefully super- 
vised and shipping bills tallied immediately? 


YES 


YES 


L) 


O 


NO 


L 
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Another year ends ... and MAC Panel 
Company is sincerely appreciative of 
your patronage and looks forward to 
serving you again with precision prod- 


ucts and new developments for your 














data processing installation 





MAC PANEL COMPANY © High Point, North Carolina MAC 
Representatives throughout the United States, in Canada, Latin America and Europe 
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by Dr. Robert N. McMurry 


WHAT IS THE BEST WAY TO 
FIRE SOMEONE? 


Question: We are a small but grow- 
ing company. In the course of try- 
ing to build a strong nucleus of tal- 
ented, hard working men, we've 
had to let several people go. As 
president, I know the job of firing a 
man rests on my shoulders. Frankly, 
I hate it. Do you know of a smooth, 
effective way I can let a man out? 


Answer: There was once a com- 
pany president who prided himself 
on his gentleness in releasing execu- 
tives. He was so gentle that it took 
one vice president three months to 
realize that he wasn’t on a paid 
leave of absence “to look around the 
country a bit,” but was actually 
fred. The light finally dawned 
when he came back to his office and 
found his name had been replaced 
on the door! As vou can imagine, 
he would have preferred decisive- 
ness to gentility. 

Firing a man is never a pleasant 
experience for any executive. But 
sometimes it has to be done. In my 
book it’s best to do it in a straight- 
forward, matter-of-fact manner 
without any pussvfooting and with 





About 
the 
author 





Dr. Robert N. McMurry is a manage- 
ment consultant and psychologist with 
25 years of experience in solving busi- 
ness problems concerning people. His 
new book, McMurry’s Management 
Clinic (Simon and Schuster, 1960, 
$4.95), contains solutions to scores of 
common “people problems.” 
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“shortly before vou retire.” 


as little preliminary sparring in the 
conversation as possible. 

In most cases the handwriting is 
on the wall and the man knows dis- 
missal is coming, so it will not be 
any shocking surprise to him. The 
main thing to remember is to avoid 
recriminations and to help the man 
to avoid them, too. Put the matter 
on a “best for all concerned” basis 
and make it very clear that the de- 
cision has already been firmly and 
finally made. 

A man I knew was once fired 
with these words: “Mr. Jones, I 
foresee a great future for you—but 
not in our organization.” This very 
aptly illustrates the two principle 
considerations in firing an unsuit- 
able employee: don't bruise his ego; 
and don't become involved in ex- 
planations which can start endless 
arguments, 


HOW CAN Ii STOP MANAGERIAL 
IN-FIGHTING? 


Question: Both my _ sales _ vice 
president and my financial vice 
president are good managers. The 
sales vice president has been with 
the company 11 years and the finan- 
cial vice president has been here 
nine years. My problem is this: I’m 
due for retirement in three years. 
Both of these men are in line for the 
presidency. Even now, they’re be- 
ginning to line up support. Each has 
asked me who I am going to recom- 
mend, but I have told them that I 
will make that decision shortly be- 
fore I retire. Lately, I've heard a 
couple of nasty rumors about each 
man. It seems to me that each is 
out to “get” the other, and both 
their jobs are suffering as a result. 
What can I do to stop this competi- 
tive “in-fighting,” and still not dis- 
courage either man or show par- 
tiality? 


Answer: Stop. playing cat-and- 
mouse. If you don’t know after nine 
years exposure to both of them 
which is the man to fill your shoes, 
then either both of them are inade- 
quate or you are. 

Choose one of them, make him 
executive vice president and start 
breaking him in, or choose someone 
from outside. If you want continu- 
ity in your business, this is not a de- 
cision until 
Natu- 


rally each would-be victor is ma- 


you can postpone 








«YOU don’t 
change 
machines 


.»..YOU simply 
change 


type ! 


To supply your printing 
and duplicating needs, 
adequately, with true, 
print-style faces calls for 
a variety of type de- 
signs. This is a simple 
procedure with VARI- 
TYPER. Simply change 
the type face...in two 
seconds...using two dif- 
ferent type fonts at one 
time. Imagine the variety 
of needs you can cover 
...all professionally ex- 
act...all professionally 
attractive. You use only 
ONE machine and a 
thousand different faces 
to do it with. Nothing 
can be more economical 
and convenient. 
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Meet 
aele 
Billing 
Department 


¥ 





This is a Friden CTS Computyper. The girl who runs it can turn out an amazing 
number of invoices and still have one of the easiest jobs in the office. Together, 


she and the machine comprise a complete billing department. 


Utilizing edge-punched cards which contain constant data, the CTS writes the 
heading and line items at a speed of 100 words per minute. It stops automatically 
to let the operator fill in order number and item quantity. Extensions, discounts, 
tax computations, and totals are figured and typed on the invoice automatically. 
Grand totals are stored in the machine and may be printed at any time. 


As the invoices are prepared, the CTS automatically punches selected informa- 
tion into a by-product paper tape for subsequent data processing such as direct 
conversion to tab cards. Or, the CTS itself may directly control punching of tab 
cards as another automatic by-product. 


We call this PRACTIMATION: automation so hand-in-hand with practicality 
there can be no other word for it. For complete information, call your Friden 
Systems Man or write: Friden, Inc., San Leandro, California. 


Kriden 





(Circle number 111 for more information) 
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neuvering, and undoubtedly your 


uncertainty about backing the 
wrong horse is upsetting your whole 
organization. 


Making your decision will enable 
the one who is unsuccessful either 
to fish or cut bait—and will give you 
time to replace him. If you have to 
go outside, your chosen successor 
will have time to try to win the 
loyalty of both men (if you choose 
him now). If this fails with one or 
both, there is still time for him to re- 
build the organization with your 
help. 

What you have been doing is to 
force these two men out of a 
healthy, competitive rivalry into 
dog-eat-dog hostility. It is highly 
doubtful, now, whether you will 
ever be able to keep them both, 
This is the cost of your indecision 
and, unfortunately, it hurts one or 
both of them as well as your firm, 


HOW CAN | GET BETTER 
COLLEGE RECRUITS? 


Question: About seven years ago, 
our firm began to go in heavily for 
recruiting college seniors. We've 
gotten some good men but we've 
also gotten some clinkers. 

We try to make our selections ac- 
curate. We give intelligence tests, 
and ask the most promising young 
men to come back for more inter- 
views. These interviews are fairly 
intensive. Sometimes, we'll invite a 
young man to spend a couple of 
days at our offices. We want him to 
see our setup, and we want our peo- 
ple to meet him. That gives us an 
idea of how he will fit into our or- 
ganization. Yet some of the men 
who look the most promising turn 
out to be the biggest flops. What's 
wrong? Are there more specific tests 
we can give? Or do we just have a 
poor bunch of recruiters? 


Answer: Many college yearbooks 
award special titles—such as Most 
Popular, Most Likely to Succeed, or 
Handsomest—to various members 
of the graduating class. I dont 
know exactly how the editors de- 
cide which seniors merit these titles, 
but any editor trying to fill the cate- 
gory “Most Charming—and Smart 
Too!” could certainly use your se 
lection system to find his man. 
The only trouble is that you aren't 
using your combination IQ test and 


| charm poll for such a frivolous pur: 
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pose. You are trying to spot effec- 
tive future executives for your team. 
To become a success in business, 
more is required than a pleasing 
surface personality and the ability 
to score creditably on an IQ test. 

What more does it take? Unfor- 
tunately, there is no stock answer. 
It takes a particular set of charac- 
teristics to succeed on a particular 
job with a particular company. A 
young man can be a whiz at one job 
and a total flop at another—even 
when the two jobs have the. same 
title and are in the same industry 
(or even the same company ). 

So the first thing for you to do is 
to figure out exactly what jobs you 
intend to train your college recruits 
to fill, and what particular charac- 
teristics each of these jobs requires. 
Then send your recruiters out for 
young men who have consistently 
shown the traits you need. 

Need a hard worker? Look for 
men who have always worked hard. 
Need a man who'll hew to the letter 
of company policy? Tap a conform- 
ist, a “follower-of-the-rules.” Need a 
man who's willing to try new ideas 
on his own? Then look for the man 
who has shown more derring-do, 
but be sure that his judgment has 
been good, not hairbrained. Let the 
record of what each man has done 
tell you what you may expect he 
will do on the job. 

When you find men who are basi- 
cally qualified for your jobs, then 
bring them in to meet your pres- 
ent executives. But limit their visits 
to those executives with whom 
theyll be working closely. If the 
sales manager can't stand a_par- 
ticular sales candidate, there’s no 
point in hiring him: he'll always be 
behind the eight-ball. But who 
cares if the treasurer doesn’t like 
him? They won't see much of each 
other anyhow. 

The blackball system has a sensi- 
ble place in business. It helps to 
avoid serious superior-subordinate 
clashes. But by insisting that train- 
ees be all things to all men, you 
have carried the blackball too far. 

And don’t try to blame your re- 
cruiters for your present mess. After 
all, they probably know how you 
hire, so their primary concern has 
been to find men who could run the 
gauntlet of all vour executives’ bi- 
ases and prejudices. You, not they, 
are to blame for those intellectual 
but ineffectual trainees. @ 
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COTTON’ produces big benefits 
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*Cotton toweling supplied to Byron 





in heavy-equipment plant 





Jackson Division of Borg Warner 
Corporation by California Overall 
Cleaning Company, Los Angeles. 


@ One of the world’s largest manufacturers of pumps and oil field drilling 
equipment, the Byron Jackson Division of the Borg Warner Corporation, 
Vernon, California, employs a thousand people in a plant covering 400,000 
square feet of floor space. 

Recently, this progressive company installed Fairfax continuous cotton 
toweling in its washrooms. Savings were immediately apparent—with cot- 
ton toweling, the cost of trash removal was reduced substantially. In addi- 
tion, management was particularly pleased with the improved housekeeping 
quality index and the corresponding reduction in fire hazard. 

Why not look into the advantages of cotton toweling for your operation? 
For free booklet, write Fairfax, Dept. R-12, 111 West 40th St., New York 18. 


Here’s How Linen Supply Works... 


You buy nothing! Your linen supply dealer furnishes 
everything at low service cost—cabinets, pickup and 
delivery, automatic supply of freshly laundered towels 
and uniforms. Quantities can be increased or de- 
creased on short notice. Just look up LINEN SUPPLY 
or TOWEL SUPPLY in your classified telephone book. 


Clean Cotton Towels... 
Sure Sign of Good Management 


fairtax- Towels & 


WELLINGTON SEARS COMPANY, 111 WEST 40TH STREET, NEW YORK 18, N.Y. 
(Circle number 151 for more information) 






















— 


The new Royal Electric is one of the most electric machine 
close to buying it. But before you make your decision, please do yours 
tary, and your company this service: see all the makes of electric typewriters. Check 
them for automation features, for touch, for printwork, for any other quality you 
wish. Only in this way can you really know the worth of the choice you will make. 


(Circle number 143 for more information) 
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Heat, sound and vibration of plant operations are effectively barred from 


this three-room office-in-a-plant. 


es Faced with the need for 
numerous short plant meetings and in- 
creasing desk work by supervisory per- 
sonnel, Allied Paper Corp. sought a 
solution to the time wasted walking to 
conference rooms on another floor or to 
offices across a busy street. 

This Kalamazoo paper mill found the 
answer in an easily dismantled in-the- 
plant office. Constructed in just three 
days from sound-retarding partitions 
made by GR Products, Inc., the three- 
room office measures 18 by 23 feet with 
nine-foot ceilings. 

Despite the deafening roar of machin- 
ery outside, the movable suite furnishes 
a sound and air conditioned retreat for 
meetings and paperwork. In fact, Engi- 
neering Vice President Herbert Johnson 
reports the three rooms are in constant 
use by various groups of supervisors, 
foremen, employees and the union. 

While the superintendent is occupied 
with desk work, he can still keep an eye 
on mill operations through windows set 
in the Soundex partitions. 

When machining and work stations 
are revamped, the low cost office can 
easily be enlarged or dismantled and set 
up in another location. 
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This movable plant office 


BS 


saves time 


and money 


Quiet conference room—13 by 18 feet—is convenient 
spot for numerous meetings needed in noisy paper mill. 





Superintendent 
can catch up on paper- 
work in air and sound 
conditioned office. Picture 
window gives him view of 
plant operations. 










































nationallease 


the PREFERRED 
way to lease trucks 


because it’s national 

in experience and 

service —local in costs 
and controls 





Nationaljease supplies everything 
but the driver at flexible, local-level 
costs. On-the-spot management 
provides highest efficiency; full 
service, one-invoice truckleasing— 
the LEASE-FOR-PROFIT way. 


Nationallease service doesn’t add 


to your cost...it saves. Saves the 
capital and management time you 
now spend on trucks so you can 
put yourself—and your money— 
back into your own business. 










Lease for Profit 


Lease a new Chev- 
rolet, or other fine 
truck, operate it as i 
your own with = 

no investment, ; 
no up- keep. 








For facts about full-service, “Lease 
for-Profit’” truckleasing — and the 


name of your local Nationalllease 


firm, write 


poe -/ NATIONAL TRUCK 
LEASING SYSTEM 


Serving Principal Cities of the United States, 
Canada, and Puerto Rico 


23 E. Jackson Bivd., Suite: M-12, Chicago 4, Ill. 
(Circle number 128 for more information) 
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A better way to 


run a business 


Here’s a way to 


ASSIGN EXECUTIVES 
TO SALES FIRING LINE 


When sales need an extra offen- 
sive, why not rally top management 
for an intensive push on the sales 
front? 

This is the tactic just used by the 
Glidden Co. to push sales and prof- 
its up. One Saturday, on a nation- 
wide basis, executives toured retail 


Porae f 





Even Glidden Chairman Dwight P. 
Joyce took part in front line sales push. 


outlets where they put on demon- 
strations of how extra effort can sell 
more of the company’s latex paints. 

Idea for the project was to show 
that business, if plagued by lower 
profit margins, can be stimulated 
by extra effort of all hands. 


Here’s a way to 

USE COPYING MACHINES 

TO EXPEDITE PAPERWORK 
Many companies save significant 

amounts of time and money with a 

copying machine. It eliminates re- 


petitive writing—even much con- 
ventional long form  correspond- 
ence. 

To cite one case, the export de- 





Executives jot reply on original letter; 
machine readies a copy in seconds. 


partment of Harnischfeger Corp. 
has shaved the 12 minutes needed 
to answer an average letter to just 
about a minute by using the “short 
note” reply system. With this meth- 
od, the answer is jotted on the bot- 
tom of the original letter. A copy is 
then made in a few seconds on a 
Thermo-Fax unit. The duplicate is 
dispatched to the inquirer and the 
original filed. This streamlined 
method conserves time for both ex- 
ecutives and clerical staff. Added 
saving: needed file space is cut in 
half since both original letter and 
reply are on the same sheet of pa- 
per. 

There are even more substantial 
savings realized in the welding shop 
of this Milwaukee manufacturer. 
Thanks to a simplified system utiliz- 
ing a copving machine, 15 minutes 
have been cut from the time needed 
to process each work order. Multi- 
plied by 180 average daily work or- 
ders, this amounts to 45 man-hours 
saved each day. Translated into sal- 
ary and overhead, this is a $150 
saving a day. In other words, the 
copier paid for itself in the first two 
days of use. 


Here's a way to 


RELAY EDP DATA INSTANTLY 
AT PHONE TOLL RATE 


A million dollar saving in paper- 
work costs will be realized annually 
with a national telephone link for 
data transmission between Hard- 
ware Mutuals and its 32 branches. 

The mass of daily operating data 
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For easier — faster — finer typing, Olympia 
Standard Office Typewriters come 
fully-equipped with the finest ad- | 
vanced features—fromatime- # 
saving Automatic Paper Injector-/fEjector 
to a money-saving Interchange @able Car- 
riage—all at no extra cost! Take Olympia’s 
exclusive Spring-Cushioned Speed Keys, 
for example. 

Forty-six, anti-glare, non-slip ‘‘finger- 
form’ keytops...spring-cushioned to help 
keep speed and efficiency high from 9-to-5 
».-are the secret of Olympia’s sensational 
feather-light touch! Typing is fast—sure— 
and smooth! And, Olympia’s typebars and 
keys are precision-made from the highest- 
quality steel... assuring perfect type align- 
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SPRING-CUSHIONED 


SES 


ANOTHER OUTSTANDING 
FEATURE-OF OLYMPIA 
OFFICE TYPEWRITERS! 





(Circle number 114 for more information) 


ee 


ment and crisp, clear-cut imprint always. 
All are important reasons why Olym- 
pia is the world’s finest typewriter to 
do business with. Precision-built, in Eu- 
rope’s largest, most modern typewriter 
factory, for easy, quiet, trouble-free per- 
formance year after year. Test a new 
Olympia soon...‘‘on-the-job’’... before you 
decide on any other office typewriter. Con- 
sult the Yellow Pages for name of nearest 
dealer. For more details—write INTER- 
CONTINENTAL TRADING CORPORATION, 
90 WEST STREET, NEW YORK 6, N. Y. 











MANY SHIPMENTS 
ARE DELAYED oye | 
OR LOST... ~ggsiPs- 
BECAUSE OF 
HARD-TO-READ = 
ADDRESSES 

WHY TAKE CHANCES? 
MARK THE ADDRESS BIG- 
CLEAR - PERMANENT- 
WITH A MARSH STENCIL 


Rule 6 Marking Freight reads, ‘FREIGHT MUST BE STENCILED OR 
OTHERWISE PLAINLY AND DURABLY MARKED. ” 

(TYPING WON’T DO IT — 
MARSH STENCILING DOES!) 


_. . 






Ce 


sa 
2 








VAS 


Marsh Stencil Machine Co. 
Belleville 19, Ill. 








. 
PLAINLY: LARGE AND CLEAR, READABLE FROM 
DURABLY: REMAINS CLEAR AFTER REPEATED HAR 

(Circle number 121 for more information) 
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collected in the field is converted to 
punch cards. In turn, the card data, 
read by an IBM transceiver, is re- 
layed as sound impulses by Bell 
Data-Phone to Stevens Point, Wisc. 
headquarters over ordinary long 
distance lines. 

Previously, transmission involved 
leasing a 24-hour circuit. Now Bell 
Data-Phone permits economical 
“dial-up” charge only for time ac- 
tually used. 

Data can be relayed at top speed 
of 1,600 words a minute. At the re- 
ceiving end, the machine “talk” is 
reconverted automatically to punch 





Data-Phone transmits punch card data 
for instant processing by IBM computer. 


cards and fed into an advanced 
IBM 7070-1401 computer at the 
rate of 800 cards a minute. 
Printing up to 600 lines a minute, 
the new 1401 computer can ready 
as many as 50 automobile insurance 
policy declarations a minute. 


If you want complete technical 
details and applications on this Bell 
electronic data transmission net- 
work system, circle number 220 on 
the Reader Service Card. 


Here’s a way to 


SIMPLIFY 
PETTY CASH RECORDING 


Getting a petty cash advance can 
involve a lot of time and paper- 
work. In many firms it entails three 
separate steps—no matter how 
small the amount. First, a voucher 
is filled out for the approximate ex- 
penditure; then a detailed expense 
slip; finally, a reconciliation sheet 
for the difference between advance 
and actual outlay. 

All this duplicated effort is elimi- 
nated at Barnes Engineering Co. 
with a simple snap-out form de- 
signed by Product Sales Manager 
Paul Bernard. 

A single writing records a re- 
quest for cash on carbon _inter- 
leaved sheets. The carbon copy is 
given to the accounting department 
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EXTERIOR of Renne 


r’s Express Inc. 


“Our C@alonal Accounting System 
saves us '/,800a year... 


returns 54% annually on investment!” —Renner's Express Inc. 


“Our National System paid for itself 
in less than 2 years and that isn’t all 
this efficient system has done for us. 

“Now our National Accounting 
System is more flexible than our 
previous method. We use it for pre- 
paring everything from Payroll 
Checks to Accounts Payable. We get 
more information than ever before 
and faster. For example, we process 
our payroll at a saving of almost 
three days each quarter. 

“Our National System has also re- 
duced errors because the many au- 


tomatic machine features greatly 
reduce the number of manual opera- 
tions required by our previous sys- 
tem. Our final totals are more 
dependable and more accurate. 
“Our National System is an ex- 
tremely sound investment. Each 
year it saves us $7,800, an annual 
return on investment of 549%!” 


Ap Cf 


Assistant Treasurer 


Renner’s Express Inc. 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES * 76 YEARS OF HELPING BUSINESS SAVE MONEY 
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THESE NATIONAL MACHINES manifest 





L. J. PFLEGER, ASSIST- 
ANT TREASURER, of 
Renner’s Express Inc. 


75% more bills with less effort. 


Indianapolis, Ind. 


Your business, too, can benefit from the 
many time- and money-saving features 
of a National System. Nationals pay 
for themselves quickly through savings, 
then continue to return you a regular 
yearly profit. National's world-wide 
service organization will protect this 
profit. Ask us about the National Main- 
tenance Plan. (See the yellow th” 
pages in your phone book.) yy 
* TRADE MARK REG. U. S. PAT. OFF. 
ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 


ELECTRONIC DATA PROCESSING 
wcr paper (No Carson Requiztn) 
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time 
your most valuable 
raw material 





save it with 
the fully automatic... 


time recorder 


On the job in your organization, 
the Lathem 8800 Time Recorder 
can minimize the tardiness that can 
cost you hundreds of dollars an- 
nually ... eliminate disputes since 
every man is his own timekeeper 
e « . and provide accurate records. 


Accurately, time is registered the 
instant the time card is inserted... 
in two colors and correctly posi- 
tioned, with IN and OUT separated 
in two columns. Impossible to over- 
print. Yet this completely automatic 
8800 Time Recorder is priced with- 
in the range of typewriters. 

Send today for full details. 

















| LATHEM TIME RECORDER CO, i 
: 98 Third Street, N.W., Atlanta, Ga. : 
‘ 1 
1. GENTLEMEN: : 
Without obligation, please send me full 1 
1 information, including prices, about ! 
: the completely automatic 8800 Time : 
, Recorder, 1 
; 1 
1 NAME " 

' 
: COMPANY i 
: STREET ; 
City. ZONE___STATE___. : 


(Circle number 118 for more inlectsaiinn) 
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as a temporary record to get the ad- 
vance. 

After the individual has made 
the expenditure, he records the de- 
tails and amounts on the original, 
indicating at the bottom of the form 
whether he has spent more or less 
than the advance. Then he turns 
the completed original form over to 
the accounting department. At that 
time, he either returns the surplus 
cash or receives the difference due 
him between advance and actual 
outlay. 

Thus, on a single page, the com- 
pany has a complete record of the 
petty cash transaction—in one writ- 
ing with only one paper file. 


Here’s a way to 
y 


USE FORK LIFT TRUCK 
AS RECREATION DEVICE 


Sportsminded employees at a 
midwestern machine tool manufac- 
turer have dreamed up a novel use 
for their Moto-Truc fork lift truck. 

They attached a regulation bas- 


ketball hoop and backboard to a 
sturdy sleeve. This neatly fits over 





Fork lift truck doubles in brass for 
lunchtime basketball games. 


the fork of the lift truck which can 
be raised to regulation basketball 
height. During lunch hour the fork 
truck is parked a paved area 
outside the plant and positioned so 
workers can practice shots. 

When it’s time to go back to 
work, the basketball sleeve is eas- 
ily removed from the fork lift. 























THE 


PENNSYLVANIA PLAN: 


100% 


financing 
for your 


new plant 


Complete financing for Lease- 
Purchase of a new plant is available 
in labor-surplus areas of Pennsylvania 
through combined efforts of lending 
institutions, non-profit community 
organizations and the Pennsylvania 
Industrial Development Authority. 
Interest as low as 2°%, with deferred 
amortization, can be applied on up 
to one-half of total plant cost. 


100°, financing is also available in 
other areas of the State, provided by 
community organizations, banks, in- 
surance companies and other sources. 
You select the community you want. 
You specify plant construction details 
or choose one of several plant *‘shells”’ 
now being readied for completion. 


100% Financing at a Glance... 
Industrial Plant Construction Costs— 


Subscribed by local non-profit 
community sponsored builder- 
owner corporations. 

2nd Mortgage Loan, Pennsyl- 
vania Industrial Development 
Authority. 

Ist Mortgage Loan obtained 
from banks, insurance companies 
and similar lending institutions. 50% 


20% 


30% 





Total financing, secured through 
local subscriptions and mortgage 
loans, without cash investment by 
the manufacturer. 


100% 










PER NAYS va Ny 4 


Brie: 


FREE 


AUD sion, 


vo. 





For free copy of ‘‘Plant Location Services” 
pamphlet, or for details on 100% financing, 
write or call; 


Pennsylvania Department of Commerce 
outh Office Building 
1011 State Street, Harrisburg, Pa. 
Phone: CEdar 4-2912 


U U 





bi 
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CONTROL AT 






AMERICAN PRESIDENT 





James D. Short, Supervisor of Tabulating, American President Lines 


“We did away with 300,000 


THE SETTING: American President Lines oper- 
ates 30 cargoliners and 5 passenger liners. To 
make up voyage revenue and budget reports, the 
company collects and sifts mountains of data 
from scattered ports all over the world. 


Reservations from 18 offices, 30 principal 
agents and thousands of travel agencies funnel 
into San Francisco headquarters every 24 hours. 
Facts in foreign weights, measures and cur- 
rencies are converted to U.S. equivalents, sum- 
marized, and printed. The system also produces 
many other important reports. 


THE SYSTEM: Data received is put on punched 
cards. An electronic accounting machine proc- 
esses the cards, converting to U. S. standards, 
and prints the information on a daily summary 
sheet, an interim revenue report. This is revised 
daily as new figures come in and, in its final 
stage, is the final accounting. 


postings!” 


After a ship has sailed, more incoming data is 
carded and radioed to sea. After a 120-day 
cruise, a budget report is run off, summarizing 
the vessel’s performance—estimated vs. actual, 
A final budget report compiled in 10 days, as 
against 8 man-months, is the basis of manage- 
ment decisions 6n cargo matters, revenue vol- 
ume, receipts and expenses, equipment needs, etc. 
The system speed-up resulted largely from elimi- 
nating 300,000 tedious manual postings a year— 
a crucial operating gain. The Moore forms in 
the system are the Line’s control in print. 


THE COUNSELORS: “We appreciate the system 
control and the help in forms design which the 
Moore man gave us,” says James D. Short, Super- 
visor of Tabulating. For more details on how 
Moore may be able to help with your problems— 
no matter what kind or size of business — write the 
nearest Moore office. No obligation, of course. 


MOORE BUSINESS FORMS, INC. 
Niagara Falls, N. Y. - Denton, Texas 
Emeryville, Calif. « Over 300 offices 
and factories throughout the U. S., 
Canada, Mexico, Cuba, Caribbean 
and Central America. 








eeeeeeeeeseeee 








Build control with 


MOORE BUSINESS FORMS 


(Circle number 124 for more information) 
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How to fatten your sales 


Whatever you sell, mail can help you sell more. Your list of customers 
is a priceless steppingstone to big mail sales. Customers have bought 
from you once. They will again, if you know how to approach them. 


Here, a direct mail expert tells how to use your customer list profitably. 


by Elsworth S. Howell 


President, Grolier Enterprises, Inc., 
New York 


Elsworth Howell established the first 
mail order division for The Grolier 
Society, Inc. in 1939. Grolier was the 
first encyclopedia publisher to set up 
a mail order operation to develop 
additional sales from its customer list. 
Under Howell’s supervision, the mail 
order division became a pioneer in the 
sale of unrelated merchandise to peo- 
ple who had originally bought its 
books. 

Raised to vice president in 1947, 
Howell became a director of the corpo- 
ration in 1955. He is now president of 
Grolier Enterprises, Inc. and Grolier 
Inc.’s five mail order divisions in the 
U. S. and Canada. 

This article is adapted from his book- 
let, “House Lists . . . your greatest 
asset,” published and copyrighted by 
Planned Circulation, New York. The 
booklet is one of a series on The Func- 
tion of Mailing Lists in Direct Mail 
Advertising. Planned Circulation, 19 
W. 44th St., New York 36, will send 
—free—any of the booklets in the series 
to anyone who requests them. 
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mms Tf you think your 
firm can’t boost its sales with direct 
mail, you're wrong. 

Any firm, regardless of size or 
product, can measurably increase 
its sales and profits with the right 
mailing technique. Handled prop- 
erly, mail is a highly effective, high- 
ly profitable sales tool. And it’s low 
in cost. 

When direct mail is mentioned, 
there usually are two objections. 

1. “I can't sell my product by 
mail.” It would be laughable for a 
heavy machinery manufacturer to 
try to sell his product by mail on a 
five-day, free trial basis. But he 
doesn’t have to. Mail is not only 
used to create orders. It is also used 
to create sales opportunities. 

For instance, many firms use di- 
rect mail to produce inquiries, de- 
velop prospects and find sales leads. 

2. “Most third class mail is junk 
and is usually thrown away.” This 
isn’t so. The fact is, most people 
like to get mail. It may seem sophis- 
ticated to say that all third class 
mail goes into the wastebasket un- 
read. But practically every user of 
direct mail advertising has hun- 
dreds of case histories to prove that 
this claim is simply not true. 

Still skeptical? Try to remember 
how many pieces of mail you have 
thrown away completely unread. 
Chances are you haven't thrown 
very many away without at least 
seeing what they were about. 

There are several things you 
should know before you can use 
the mails profitably. For instance: 


® Know how to build a mailing list. 


™Know your customer. 
= Know how to take risks out of an 
offer with test mailings. 
= Know how to rent, or exchange, 
your list for extra income. 
= Know how to handle collections, 
"Know how to update the list. 

Digest the following sections. 
Chances are youll come up with 
several ideas on how to produce 
more profit for your firm with mail. 


Build a strong list 


There’s only one ingredient of a 
profitable mailing list: customers 
who will buy what you offer. 
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by mall 


To build a profitable list, bear in 
mind that the nature of your offer 
and the mailing pieces you use will 
determine the kind of customer 
you will get. They can also have a 
direct bearing on what additional 
products or services you can sell 
him after receiving his initial order. 

For instance, a “free” offer, a very 
low price or high powered copy 
may get you a low grade customer. 
This does not mean that such de- 
vices have no place in certain 
phases of a direct mail selling pro- 
gram. They do. But remember that 
there are lots of freeloaders, curi- 
osity seekers and deadbeats who 
clip coupons and return order cards 
with no intention of buying or pay- 
ing. 


Profile customers 

To sell effectively, you have to 
know your customer. Get a con- 
crete picture of him. That way, 
youll be able to appeal directly to 
him. 

Consider this case, for example. 
Grolier, Inc., a firm which sells 
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encyclopedias, practical books and 
functional products by mail, de- 
veloped a profile of its typical cus- 
tomer. 

He lives in a city with a popula- 
tion of 25,000 or more. He has grad- 
uated from high school and earns 
over $5,000 a year. He has two or 
more children. He makes his living 
with his hands (machinist, plumb- 
er, electrician, crane operator, etc.). 

In most cases, Grolier’s customers 
are blue collar workers who want 
their children to be white collar. 
That’s why they buy encyclopedias. 
They like practical things. That’s 
why they buy cook books, atlases, 
home repair guides and informa- 
tional works. They want merchan- 
dise which fulfills a home need. 
That’s why they buy window fans, 
power tools, sewing machines, din- 
nerware, towels and sheets from 
Grolier’s general merchandise cata- 
log. 

In other words, Grolier’s mailing 
list includes only present customers 
or definite prospects. 

Grolier’s customer profile per- 
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forms two functions. It tells who 
the customer is and what he is like. 
And so Grolier knows what to 
offer him, and how to make the of- 
fer. It also acts as a “screen” for 
mailing list prospects. If prospects 
don’t come reasonably close to the 
kind of people Grolier sells to, Gro- 
lier doesn’t waste time and money 
including them on the list. 

If different types of offers pro- 
duce different kinds of customers 
for you, it may be advisable to 
break your list down into different 
classifications, or “profiles.” 

For example, a customer who 
purchased an adult item may not be 
a prospect for a child’s book club. 
His children may be too old—or he 
may have none. 


Active house lists 


Whom should you include on 
your active mailing lists? Paying 
customers only? People who have 
inquired, but never bought? Pros- 
pects who “fit” the profile, but have 
never responded? 

Experience shows it is profitable 
to keep three kinds of house lists 
up-to-date. 

1. List of mail order buyers— 
people who have ordered and paid 
for your product or service by mail. 
This is the most profitable list. 

2. List of people who have 
bought through your agents or 
stores. This is the second best list. 

3. List of people who have in- 
quired, but never bought. This is 
third best. 
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continued on page 
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Prospects who don’t answer after 
repeated tries are not worth keep- 
ing on any mailing list. 

What's a prospect worth? 

The person who eventually ends 
up on your active house list repre- 
sents a source of additional sales. 
That's why you may want to spend 
some extra money to get him in the 
first place. The question is, how 
much? 

Obviously, there is no fixed for- 
mula for determining how much 
you should spend to find customers. 

But here is one simple procedure 
you can use to find out. Determine 
the volume of additional sales you 
can reasonably expect from a new 
customer. That will tell you one of 
three things: one, whether you re- 
quire a profit on the first order; two, 
whether you can break even; or 
three, whether you can afford to 
lose money. 

For instance, a magazine pub- 
lisher may find that he can operate 
in the red on the initial sale (a new 
subscription). He knows that his re- 
peat business (renewals) will ab- 
sorb the initial loss and show a 
profit. The same could be true for 
other companies that make goods 
with a built-in repeat order po- 
tential. Calendars and diaries be- 
come obsolete. Automobile clean- 
ing cloths deteriorate. 

Must you show a profit on the 
first order? Or can you stand a loss? 
Keep an accurate record of your 
costs, mail response and income. In 
a short time, you'll be able to fore- 
cast income from repeat business. 

In line with costs, here’s another 
question: should you keep your 
mailing list on cards or stencils? 
The answer depends on two things. 
How often do you use the list? Is 
the rate of turnover fast or slow? 


Get them to spend more 


Give a customer a special “break” 
and youre well on your way to his 
wallet. 

Grolier offers special deals to 
good customers. Since their credit 
has been established through prev- 
ious purchases, the firm offers 
different products to those people 
on a free trial, send no money basis. 
Installment terms are available on 
items of $5 or more. 

When costs permit, Grolier gives 
customers a reduced price on cer- 
tain items. For the long pull, a 
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money saving appeal is the best 
year-in, year-out sales producer the 
company has found. 

Some firms, unable to grant big 
discounts, offer premiums. For ex- 
ample, one company reported dou- 
bled results on an address label of- 
fer when it gave away a key ring 
and baggage tag. 

The wrong premium can_ hurt. 
Grolier offered a pocket sewing kit 
free with the purchase of a sewing 
book. This brought less response 
than an offer of the book without 
any premium. The right gift can be 
as important as the choice of the 
item you are selling. 

Grolier is in the mails all year 
round, with an offer every three 
weeks. The company beats its nor- 
mally poor months of April, May 
and June with seasonal items. It of- 
fers power tools in April when a 
man gets the urge to fix up the 
place. People go for window fans 
in May, anticipating a hot spell. 

Constant mailings plus the right 
offer can tighten up any company’s 
slack season. 

Test thoroughly 

Grolier tests every offer it makes 
on a statistical cross-section of its 
house lists. 

Here’s how the company gets a 
good sample for its test mailings. If 
the test mailing runs 10% of a list 
stored in 100 trays, the firm pulls 
out every tenth tray, not 10 con- 
secutive trays. 

To validate test results, Grolier 
finds that a total of 100 orders re- 
ceived is safer than any arbitrarily 
fixed percentage of the list or size 
of the test. 

To illustrate, Grolier first deter- 
mines the number of orders needed 
per thousand to make a mailing 
payout. Then, it tests as many thou- 
sands as are necessary to produce 
100 orders on this basis. If the com- 
pany needs 10 orders per thou- 
sand, it tests 10,000 names; 20 or- 
ders, 5,000 names; 50 orders, 2,000. 
Using its lists and its cross-section 
method, Grolier reports this 100- 
order formula is almost foolproof. 

Any company can work out its 
own formula on the “orders needed 
per thousand names” basis. 


Which mailings work? 


The most consistently effective 
mailing consists of a letter, circular, 
order form and covering envelope. 


Here are some experiences Gro- 
lier has had. 
# A combination letter and circu- 
lar did not justify its economy in 
terms of results. 
® Omission of a circular in a book 
offer cut returns in half. 
@ A tear-off order form printed on 
the letter produced 25% fewer re- 
turns in a test against a separate 
order form. 
® Blind imprints, or a company 
name unfamiliar to customers, re- 
duced results by 50%. 
@ Sales have dropped every time 
more than one item was offered in 
a mailing. However, offering the 
choice of a better model of the same 
item—a deluxe edition of a book, 
for instance—may increase dollar 
sales. 


Create more customers 


Present customers can find new 
customers for you. 

Many book clubs use the “mem- 
ber-get-a-member” method, offer- 
ing members a gift for bringing in 
a new member. 

The same technique, without the 
gift, is the “hand-this-card-to-a- 
friend” request. Many companies 
include this request card as an ex- 
tra order form when they send out 
a regular offer, or a shipment, to a 
present customer. One firm reports 
this method produced a 10% sup- 
plemental sale on a $15 music book. 

But usually it’s best to include 
only one offer in a mailing. You can 
send out additional offers in bills or 
correspondence. 


Rent list for profit 


If your carefully created house 
list works for you, it will probably 
work for others. There are many 
noncompetitive companies who will 
pay for the use of your list. Reve- 
nue from renting your list can con- 
tribute substantially to your profits, 
with little cost or effort on your 
part. 

Consider exchanging your list 
with those of other companies. It's 
a good way to get names that might 
not otherwise be available. There 
is a growing trend toward such ex- 
changes between noncompetitive 
houses. 

Whether you should rent or ex- 
change your list depends on the 
timing and frequency of your mail- 
ings. Since Grolier’s mailings aver- 
age once every three weeks, rental 
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Do away with costly copying of reports, 
orders, invoices, and drawings. Get out 
paperwork fast, without loss of quality, 
and at lowest copying cost with xero- 
graphic copying. There is a xerographic 
copying machine for every department 
of your business. 


ice copying XeroX 
914 Copier copies 
anything written, 
typed, printed, drawn, 
or stamped 
dinary paper, your 
own letterhead, or 
card stock. There’s no waste and no wet 
chemicals. It’s the easiest of all office 
Copiers to operate. Supplies cost about 
I¢ pe copy. 


onto or- 








Xerographic copying saves hours 
of duplicating time for every department 


For high quality duplicating XeroX 
master-making equipment is clean, dry, 
fast, and remarkably low in cost. Re- 
produces from all kinds of originals, 
—. retaining all of the orig- 
ar) inal’ crispness and im- 


~ oo 
“Jag pact, whether enlarged, 
SS reduced, or copied size 


to size. 
For volume copying from original 
documents, engineering drawings or 
microfilm, the XeroX Copyflo® Printers 
turn out copies up to 24” wide—in 
seconds. It’s the fastest known method 
of direct reproduction; there are no 
intermediates. Enlarges and 
... prints on ordinary, inexpensive pa- 
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per, card stock, or off- 
set master material. 


Learn how compa- 
nies in every type of 
business are putting 
xerography to work. Write to HALorp 
XEROX Inc., 60-197X Haloid Street, 
Rochester 3, New York. Branch offices 
in principal U.S. and Canadian cities. 
Overseas: Rank-Xerox Ltd., London. 


HALOID 
XEROX 














of the list to outside users is im- 
practical. Other firms with less fre- 
quent mailings find list rentals 
profitable and report no adverse 
effects. 

Mailing list brokers, such as 
Planned Circulation, New York, can 
help you with details on renting 
or exchanging lists. 


How to handle collections 


It will pay to keep complaint and 
adjustment policies liberal. 

Grolier answers eve ry letter that 
conceivably requires a reply. If a 
customer says that he did not re- 
ceive a shipment or that he re- 


turned it, the firm takes him at his 
word. 

Gentle collection letters often 
work better than harsh ones. Says 
one experienced mail order execu- 
tive, “We use collection agencies 
sparingly. In most cases, the long- 
term goodwill lost through drastic 
collection methods will cost us more 
than the dollars such agencies may 
collect.” 


Keep your list clean 


Customers move—constantly. One 
firm reports that between 16% and 
20% of its list changes addresses an- 
nually. 










“new electric 
Thomas Collator 
saves 
office time.. 
Cost? $14950!” 





At last! An efficient electric col- 
lator with desk-top convenience and 
portability . . . at a price every 
office can afford! 


With the new Thomas Gatherette 
Collator, assembling of duplicated 
sheets into sets becomes a cost- 
cutting, one-person assignment. No 
more hand-gathering teams, no 
more time waste, no more drudge! 


Effortlessly, the Gatherette handles 
standard 84%” x 11” sheets in a 


Prices slightly higher Denver and West. 


wide range of paper. Its simple 
operation means efficient use by 
any secretary or clerk. 


Ask yourself one question. Does 
your office put together duplicated 
sheets into reports, catalogs or 
multi-page literature? Yes? Then 
find out why the money invested in 
a Gatherette is the smartest $149.50 
ever spent! Have the Thomas peo- 
ple set up a demonstration at your 
convenience without obligation. 


We Thomas Collators Inc. 


100 Church Street, Dept. D1, New York 7, N. Y. 


(Circle number 146 for more information) 
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The post office can help you keep 
your list current. When you print 


the words, “FORM 3547 RE- 
QUESTED” in the lower left cor- 
ner of the address side of your mail, 
here’s what the post office will do. 

1. If the addressee has moved to 
another local address, the mail will 
be forwarded. You will receive the 
old address, and key number you 
use to identify your list, and the 
new address on form 3547. The 
charge is five cents per notice. 

2. If he has moved to another 
post office and you guarantee for- 
warding postage (or if the mail is 
to be forwarded because of its ob- 
vious value) the mail will be sent 
on. You will receive the same in- 
formation as above. 

3. If he has moved to another 
post office and you do not guaran- 
tee forwarding postage, or if the 
new address is not known, this in- 
formation will be shown on the 
mailing piece sent back to you. You 
will be charged for return postage 
at the single piece rate. 


Tips to remember 


For firms that depend heavily on 
direct mail selling, it’s a good idea 
to keep a copy of the mailing list on 
microfilm. Store it in a safe place. 
Should fire or catastrophe ever de- 
stroy the original list, the firm 
would not be out of business. 

It might be worthwhile to keep 
your list arranged by year of first 
purchase. You may want to weed 
out people who, after a period of 
time, have failed to reorder. They 
are no longer good prospects. 

How long you keep a customer 
on your list before you drop him 
depends on such factors as fre- 
quency of mailing, cost of list main- 
tenance, and, obviously, response. 
Most mail order houses remove 
names that have not responded 
within one to — years. Occasion- 
ally, however “hot” offer may 
pull well on ‘ites names if ad: 
dresses have been kept up-to-date. 








Customers have responded to 
your previous sales messages and 
products. They have proved their 
responsibility as buyers. 

It therefore follows that yout 
customer list can produce a highe 
percentage of mail sales at a lowe! 
cost per order and at less risk that 
any outside mailing list you maj 
rent or buy. @ 
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A DIVISION OF SCHOOL MANAGEMENT MAG TNAM AVENUE, GREENWICH, CONNECTICUT 


We can tell you where 
schools will be built 


LONG BEFORE GROUND IS BROKEN! 





For as little as $125 a year, I can place on your desk a weekly 
report of every new school being contemplated in your region. 


These reports cover contemplated new schools as much as 12 to 
18 months before ground is broken -- often before an architect 
is selected. 


We obtain this information directly from the school district itself. 
In each case we can tell what kind of school will be built, its pro- 
jected size and cost, what kind of special features it will have 
(auditoriums, gyms, shops, kitchens, etc.), and the target date 
for construction to begin. 


Best of all, since we cover each of the 12,000 school 
districts in the U.S. which enrolls more than 300 
pupils, we can supply this data on a total national 
basis, or regionally by county and by state. 





f | If you'd like complete details, please drop me a note today. I'll 





y mail you a descriptive brochure immediately. 
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4 Edwin D. Kline 

i General Manager 
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te, P.S. If you are located near any of our offices shown below, why 
r not phone now for quick action? 
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ref New York — 141 East 44th Street ° Chicago — 612 North Michigan Avenue ° Cleveland — 55 Public Square 


San Francisco — The Robert W. Walker Co., 57 Post Street * Los Angeles — The Robert W. Walker Co., 730 South Western Avenue 
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You Get Things Done With 
Boardmaster Visual Control 
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yy Gives Graphic Picture of Your Operations — 
Spotlighted by Color 

yy Facts at a glance—Saves 
Money, Prevents Errors 

yx Simple to operate—Type or Write on Cards, 
Snap in Grooves 

yy Ideal for Production, 
Scheduling, Sales, Etc. 

yy Made of Metal. Compact and Attractive. 
Over 500,000 in Use 


Full price $49°° with cards 


7 eee 
Write for Your Copy Today 
GRAPHIC SYSTEMS 
YANCEYVILLE, NORTH CAROLINA 
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Traffic, Inventory, 

















~New Products 
FOR THE MANAGER AND HIS STAFF 


MARKETING AID 





Metropolitan neighborhood 
Buying Power Maps introduced 

A new type of map to help pin- 
point national sales pushes at the 
neighborhood level has been de- 
vised by Sanborn Map Co. 

This map innovation should sim- 
plify market research, outlet distri- 
bution and product promotion. 

Each map graphically portrays 
the relative buying power within 
recognized metropolitan areas 
throughout the United States. 

Each 17 by 22-inch map unit, 
scaled one inch to 4,000 feet, covers 
an area of 12 by 15 miles. Each is 
color coded to indicate five different 
classes of net income per household. 


For a sample Sanborn Buying 
Power Map and further details, cir- 
cle number 224 on the Reader 
Service Card. 


ACCOUNTING 





New data originator 
speeds accounting procedures 


First of its kind, a universal 
source data originator, designed ex- 
pressly for data processing in ac- 
counting, has been developed by 
Monroe Calculating Machine Co., 
Inc. 

Compatible with all service bu- 
reau data processors, the Synchro- 
Monroe accountant’s program ma- 
chine records data on punched 
tape. Tapes are then processed at 
bureaus and printed records re- 
turned to the user. 

The machine features automatic 
repetition of all code information 











Monroe portable accountant’s machine 
universalizes source data origination. 


eliminating need to re-index repeti- 
tive reference numbers. Five re- 
serve codes can be utilized as sys- 
tems are updated. 

For further details on _ this 
punched tape adding machine, cir- 
cle number 246 on the Reader Serv- 
ice Card. 


MANAGEMENT TOOLS 





New visual intercom system 
has many business applications 


Here is a practical device to pro- 
vide instantaneous transfer of visual 
data to any number of TV screens 
located throughout a plant or office. 

It’s called the Visual Data Con- 
sole by its developer, Dage Televi- 
sion Division, Thompson Ramo 
Wooldridge, Inc. The heart of the 
system is the centrally located con- 
sole equipped with a concealed 
closed circuit TV camera, control 
panel, monitor and _ illuminating 
lights. 

With an ordinary 110 volt socket 





With Visual Data Console, records can 
be flashed to remote TV monitors. 
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for power and connecting cables to 
monitors, the set is ready to use at 
the flick of a switch. 

Data is requested by intercom or 
phone. The operator places the de- 
sired record or chart in front of the 
console which instantly relays it to 
the inquirer’s TV monitor. The unit 
will transmit drawings, blueprints, 
ledger sheets, checks and other 
data. 

Benefits of the visual data trans- 
mission system include immediate 
availability of up-to-date data even 
in remote areas, efficient mainte- 
nance of records in one location, 
elimination of chance for error in 
transferring data from originals. 

For complete details on this Dage 
visual communications system, Cir- 
cle number 244 on the Reader Serv- 
ice Card. 


PAPERWORK 





Even photographs can be copied 
on new Electro-Stat unit 
Electronic photography em- 
ployed in the new Apeco Electro- 
Stat machine produces a low cost, 





Apeco announces first compact copier 


using electrophotographic process. 
high quality copy of any document 
in a few seconds. 

It faithfully reproduces halftones, 
solids and colored material, as well 
as conventional correspondence. 

Copies emerge completely dry at 
the rate of five a minute. Cost per 
copy is only 3% cents. 

One important feature is that 
each Electro-Stat copy can serve as 
an offset master which, in turn, can 
produce up to 200 copies for one- 
fifth of a cent each. 

Low cost per copy can quickly 
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EFFICIENCY 





that’s what you want 


in active record handling _ 


EFFICIENCY for smooth work flow...EFFICIENCY for more 
output per dollar invested... EFFICIENCY for faster service... 


and with ROL* DEX you get EFFICIENCY! 


because: 
e records ROLL to the seated clerk 


@ all records are immediately accessible 


better control; easier supervision 


random reference is no problem 


time is saved—no waiting for hidden, 
motor driven trays to come into place 


@ fewer personnel can handle large volumes 
of records 


find out about all the other advantages of 
Rol-Dex equipment. It’s built to fit your system, 
your form size, your volume, your space, your 
expansion plans. 
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P Rol-Dex Division =WATSON MANUFACTURING COMPANY, INC. ; 
; Rol-Dex Division, Dept. M-2, Jamestown, New York 

: i 

(] Please send literature. 1 

C0 Have consultant call me for appointment............c-cccecccccceseseeeeeeee 

(phone) i 
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INSURE YOUR SALES 
FUTURE... 


with W&A Customized Jewelry 
% Sales Campaign Awards 


%* Staff Performance and 
Service Awards 


* Gifts for Special Occasions 
% Customer Good Will Gifts 





PP Orr rm > 


Ask for 12 page booklet 
WILLIAMS & ANDERSON CO. 


Industrial Division 
Emblem Manufacturers Since 1901 


14 Third Street, Providence 6, R I. 


(Circle number 152 for more information) 











We can place on your 
desk, tomorrow morning, 
a list of over 1500 new 
public schools that are 
scheduled to be started 
in 1961! 


For further details, 
see page 79. 
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amortize the purchase price of 
$1,495 for many users. The new 18 
by 22 inch unit can be leased for 
about $40 a month. 

For complete details on this Elec- 
tro-Stat made by American Photo- 
copy Equipment Co., circle number 
223 on the Reader Service Card. 


COPYING EQUIPMENT 





Single action control 
photocopier introduced 


An all-purpose photocopier, the 
Contourmatic Mark III, has been 
announced by F. G. Ludwig, Inc. 

Lightweight and compact, the 
new unit will accept extra wide 
pages—up to 12 inches—by any 
length. It can handle card stock, 





Photo-exact, permanent copies are 
produced on 12-inch capacity unit. 


various films for reproduction mas- 
ters, as well as conventional paper. 

The machine produces black on 
white copies of any mark on paper, 
including ballpoint pen, colored 
inks, crayons, spirit duplication and 
rubber stamped copy. 

Exclusive Seal-Pak, a disposable 
container, eliminates all chemical 
handling. A handy front lever acti- 
vates the entire copying process. 

For more details on this 22-pound 
copier, circle number 243 on the 
Reader Service Card. 


DICTATION EQUIPMENT 





No tape threading needed on 
new magazine loading recorder 


Simplicity of operation keynotes 
the new Norelco 75 dictating ma- 
chine. Five controls handle all func- 
tions—record, playback, rapid re- 


view, fast forward and _ reverse, 
start, stop and volume. 

Magazine loading feature dis- 
penses with the time and trouble of 
threading tape. A flick of a micro- 





microphone 


Norelco has 
switch for recording telephone calls. 


Portable 


phone switch allows immediate re- 
cording of phone conversations. 

A two-digit counter permits rapid 
location of any portion of dictation. 
A quick-erase mechanism readies 
the tape for re-use. 

Priced at $189.50, the Norelco 75 
comes complete with loaded maga- 
zine, log pad and dust cover, plus 
a choice of either transcribing or 
dictating accessories. 

If you'd like more details on this 
new tape recorder, circle number 
237 on the Reader Service Card. 


OFFICE FURNITURE 





New boat shaped table seats 
more conferees comfortably 


A contemporary conference table, 
imposing in design, has been intro- 
duced by Carlton-Surrey, Inc. 

Fourteen feet in length, its boat 
shape accommodates four more 





Modern, massive conference table is 
styled in lustrous light and dark teak. 


people than a rectangular table of 
the same size, the maker states. 

Called the Continental, the top is 
made of matched grain teak with 
brass inlay. 

For details on this new table, cir- 
cle number 207 on the Reader Serv- 
ice Card. 
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Teletype machines help 
cut costly paperwork 


A Teletype machine equipped with a simple sprocket-feed 
mechanism can handle multi-carbon forms as readily as the more 
familiar plain paper on which messages are transmitted. Thus 
distances can be bridged not only with information, but 
with information that is preprocessed, ready to go to work. 

Teletype printers handle a wide variety of multi-copy 
forms. Moreover, the usefulness of this technique can be 
further extended with Teletype tape punching and reading 
equipment—which can capture, store and utilize repetitive data 
to further mechanize paperwork procedures. 


Teletype Corporation manufactures this equipment for 
the Bell System and others who require the finest in 
data communications equipment, 


Typing Tape Punch Tape Reader 


Send-Receive Page Printer Automatic Send-Receive Set 


FREE Model 28 line folder. Write Dept .17-M, 
5555 Touhy Avenue, Skokie, Illinois. 


TELETYPE 


CORPORATION 


sussioiary of Western Electric Company we. 
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Growing business abroad 


continued from page 46 


business is going to be done, these 
costs are not important when 
viewed from the perspective of the 
profits that can be accumulated. 
Furthermore, our organization has 
been put together to help small 
firms operate foreign base corpora- 
tions economically. We can locate 
and provide employees, as well as 
officers, and directors for the for- 
eign base company. 

Q. Are these completely qualified 
officers and directors, and com- 
pletely qualified employees? 

A. Absolutely. We _ provide _ this 
service to a number of clients. 

Q. The officers and directors you re- 
fer to are likely to be officers and 
directors of quite a number of dif- 
ferent corporations, aren't they? 
A. Sometimes this is true. But, de- 
pending on the nature and needs of 
the company, we will locate spe- 
cialists who can provide extra serv- 
ice and extra value. This extends, in- 
cidentally, also to the field of ac- 
counting and documentation. Our 
staff will handle the paperwork. 





Q. What kind of companies are re- 
ceiving this service from you now? 
A. Some are trading companies; 
some are holding companies—hold- 
ing licenses or patents; some are 
companies which hold stock in still 
other companies. 

For instance, suppose the ABC 
Company has five manufacturing 
subsidiaries, each in a different 
country. If earnings from these sub- 
sidiaries come back to the parent 
concern in the U. S., they are tax- 
able as income. But if these five 
plants are owned by a foreign base 
corporation, the dividends go to 
that corporation and are not tax- 
able in a country such as Panama. 


Q. What about the possibility that 
Panama or Switzerland might sud- 
denly change its mind about its tax 
policies, and decide to tax these 
foreign base corporations on the 
basis of their income? 
A. This is a possibility, but it’s very 
unlikely. Furthermore, you could 
always move your subsidiary to an- 
other suitable country where you 
would probably be welcomed with 
open arms. 

In Panama, the pertinent tax 
laws have been in existence since 


1927. These laws have not been 
modified or altered since then, ex- 
cept in 1945, I believe, when they 
were liberalized and clarified. 

Q. What about the political stabil- 
ity of, savy, Panama? 

A. This is a matter worthy of con- 
sideration but it is not a problem. 
A subsidiary in Panama will be a 
holding company primarily. You 
don't have much of an investment 
there per se. Your investment is 
flexible. For instance, if you accum- 
ulate funds in Panama, you don't 
have to bank those funds in Pan- 
ama. So Panama could not possibly 
confiscate these funds. Even. if 
Panama decided to nationalize all 
American subsidiaries, the gain 
would be small—and the loss to the 
Republic of Panama would be 
great. 

It’s not like the situation in Cuba 

where American businessmen had 
investments in bricks and mortar. 
Holdings in Panama are mostly 
on paper, with some exceptions. 
Q. Let’s get back to the situation 
where the foreign base corporation 
serves as sales agent for a product 
shipped from the U. S. direct to 
another country. 


“Political situation? Well, hold- 
ings in Panama are mostly on 
paper, with some exceptions. It's 
not like Cuba where U. S. firms 
had investments in bricks and 
mortar.” 
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A. Well, the sales commission is 
tax free. From this commission 
must come the cost of operating the 
foreign base corporation, as well as 
the sales costs outside the U. S. But 
this gives considerable substance to 
the foreign base corporation, be- 
cause all of the sale activity is 
handled by it. Under these cir- 
cumstances, the parent company in 
the U. S. is in a position to justify a 
very substantial commission _be- 
cause it does no work here other 
than manufacture. It has no sales 
overhead to charge to this particu- 
lar sale. The company has only 
the actual production costs to re- 
cover. 

Q. Couldn't the Internal Revenue 
question the size of such a sales 
commission? 

A. Experienced legal counsel can 
give you advice on what level of 
commission will be acceptable. 
Your arrangement is then subject 
to review by the Internal Revenue 
Service at some subsequent time. 
There are cases where commissions 
have been disallowed, and there 
are cases where the company has 
been able to show that the contri- 
bution of its foreign base corpora- 
tion, as a selling agent, fully justi- 
fies the commission which is being 
made. 


Q. Is there any other way to use a 
foreign base corporation? 

A. There is another procedure 
known as a triangular indent. There 
the foreign base corporation takes 
title to the merchandise in the U. S. 
and, as a foreign corporation, shifts 
it from the U. S. to, say, England, 
and receives the proceeds in Pan- 
ama. This procedure is relatively 
widely used. 


Q. What do you do with the money 
that begins to accumulate in your 
foreign base corporation? 

A. Based upon our experience, 
most American firms have a specific 
purpose in mind for the accumu- 
lated funds outside of the U. S. 
Usually it’s for the expansion of 
their own business. However there 
are all sorts of short term invest- 
ment opportunities outside the 
U. S. You can put profits into va- 
rious countries and take various 
risks as far as devaluation of curren- 
cies or exchange rates are con- 
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If you're going to do it... 


Do it now 


If you want to get into foreign markets, you'd better do it now—or at 
least start planning to do it now. 

That’s the advice of many experienced observers of the world business 
picture. 


“Today it is relatively easy for a company to establish itself in some of 
the growing markets of Europe,” says Dr. Dennis Riley, president of Inter- 
technical Consultants, Inc. in Geneva, Switzerland. “But before too much 
longer, competition in these rich markets will begin to close the door. As 
time passes it will become harder and more costly for Americans to establish 


a footing in Europe.” 


Why are American firms rushing to expand overseas? For some compa- 
nies, foreign expansion is a competitive necessity. 

These companies can foresee a time when their domestic growth could 
be slowed, or leveled off completely. They are moving into the big, growing 
markets outside the U.S. in order to insure themselves against the loss of 
the strength which healthy growth provides. 

Companies of all sizes and types can profit in foreign markets. Dramatic 
evidence of the profits to be earned can be seen in reports from some well 
known American corporations. 


& Gillette Co. reports that in two of the last three years, its combined 
U.S. and Canadian profits were overshadowed by profits the company 
earned in other nations. 


® Chairman Thomas M. Evans of the Crane Co. (plumbing equipment) 
reports that in recent years his company has earned most of its profits 
outside the U.S. 


® Both Schering Corp. and Chas. Pfizer & Co., Inc. report that last 
year they received more than 40% of their earnings from foreign 
operations. 


® Colgate-Palmolive Co. last year had sales in foreign markets totaling 
$296 million, up $33.7 million from the year before. Domestic sales 
were lower: $286 million, up only $14.2 from 1958. The company’s 
foreign earnings were $16 million; domestic earnings were $9 million. 


The same kind of comparison holds for many smaller firms. In fact, Mc- 
Kinsey & Co., a major management consultant firm, surveyed 40 U.S. com- 
panies with foreign operations and got this finding: 

Ninety-five percent earned a higher percentage on their foreign invest- 
ments than on their domestic investments. In about a third of the cases, it 
was found that the percentage return on foreign investments was double 
the rate of return on domestic investments. 























LOOKING FOR A NEW 
SOURCE OF PROFITS? 


Your company’s mailing list— 
customers, prospects, inquiries, 
etc.—can be rented to non-com- 
petitive companies for substan- 
tial extra income with surpris- 
ingly little effort on your part. 
Tell us about your list and we'll 
tell you how it works. We'll also 
send you. . 


FREE! 


. . our series of studies on The 
Function of Mailing Lists in Di- 
rect Mail Advertising. No cost 
. . no obligation . . no salesmen 
will call. 


PLANNED CIRCULATION 


19-B WEST 44TH STREET 
NEW YORK 36, N. Y. 





"(Circle “number 157 for more information) 


_., KEEP AHEAD 
me) ei: 


CALENDARS........, 


possible business or personal use 
Order from your Stationery Supplier 
or direct. Write for catalogs. 
The Calendars © The Standard of 
That Work For You the Stationery World 
Keith Clark, Inc. Defiance Calendar 


1451 Broadway Co., Inc. 
New York 36, N.Y. 1451 Broadway 


New York 36, N. Y. 
Phone: LA 4-4895 Phone: LO 3-2336 
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cerned. If you put your money to 
work in Switzerland or England 
under short term conditions, the 
risk is small. Canada, for example, 
provides many investment oppor- 
tunities. 
Q. You can bring your profits as 
close as Canada without tax trou- 
ble? 
A. Yes. Recognizing this, certain 
Canadian short term investment 
people are making attractive op- 
portunities available for U. S. dol- 
lars from these foreign base corpor- 
ations. 
Q. Could a company use a foreign 
base corporation to build up a re- 
tirement fund for executives willing 
to retire to Mexico, Canada, or else- 
where outside the U. S.? 

This is outside of our direct ex- 
perience but I have heard of cir- 


cumstances where this is being 
done. 
Our reaction to that would be 


to have this checked out very thor- 
oughly with an attorney. Theoreti- 
cally, something of this type would 
be possible. 


Q. What kind of companies do you 
feel should be looking at world 
markets right now? 


A. Some types of products lend 
themselves to foreign business more 
readily than others, but it’s the un- 
prepared businessman today who 
does not look into the possibility of 
taking advantage of world markets 
—for no other reason than to pro- 
tect the name of his product. The 
American businessman today is 





forced to give consideration to the 
influence of foreign markets. 

Q. Are foreign markets, generally 
speaking, growing as fast as the 
economy of the U. S.? 

A. Faster. 

Q. How about Africa? 

A. Africa is regarded by many peo- 
ple as having the greatest poten- 
tial. It will come into its own some 
time after Latin America does. 

Q. When will Latin America come 
into its own? 

A. It's coming into its own right 
now. The growth rate of the econ- 
omy in most Latin American coun- 
tries is greater than it is in the U. S. 
And the potential down there is 
terrific. 

Q. Will a foreign base corporation 
work for the American firm that 
manufactures abroad, then ships its 
products or components back to the 
U.S.? 

A. Oh, yes. Foreign base corpora- 
tions can be used on both exports 
from the U. S. and imports into the 
U. S.—any kind of business which 
has at least one leg outside the U. S. 


Q. What is the minimum amount 
of business in foreign markets nec- 
essary to justify the cost of operat- 
ing a foreign base corporation? 

A. Annual earnings of $10,000 is a 
rule of thumb we use for this pur- 
pose. If a company earns at least 
that much in foreign markets, there 
is a good chance it can make profit- 
able use of a foreign base corpor- 
ation. g 





MANAGEMENT METHODS 








At § 
Elec 
pred 
talli 
righi 


This 
The 
nigh 
coml 
Adv: 
proc 
of ex 
affee 


The: 
appl 
amp] 
total 
mere 
forec: 


DECEM 











| ee | | 


Y ae) oe 
ae 


\ ae eS 


Consistently right! 








Why the RCA data processing skills that made history 
on election night are right for your business 


At 8:23 p.m. (E.S.T.) on election night, the RCA 501 
Electronic Data Processing System made its first 
prediction—with less than 5°% of the popular vote 
tallied. From there on the RCA 501 was right—dead 
right—through the final count. 


This kind of consistency is no accident! 

The remarkable forecasting performance on election 
night can be accomplished only by a carefully planned 
combination of machines and highly skilled men. 
Advanced analytical techniques, developed by data 
processing experts, made it possible to design a set 
of equations which could evaluate all the factors 
affecting the outcome. 


These same advanced techniques can be 
applied to many business problems. For ex- 
ample: market forecasting. With less than 5% of 
total estimated sales reported, sales managers and 
merchandise controllers normally can accurately 
forecast annual sales of one or thousands of items. 


Thus, they can reduce possible losses involved in 
liquidation of overstocks, lost sales through “‘out-of- 
stocks,” and the high expenses of carrying unneces- 
sary inventories. 


Leading firms and a large number of governmental 
agencies are already utilizing the tremendous 
WorkPower of the RCA 501. For businesses which 
need only part-time computer service, RCA offers 
the facilities of Electronic Data Processing Centers 
located in important metropolitan areas. 


If you’d like to apply this kind of advanced data con- 
trol to your business, write: RCA ELECTRONIC 
DATA PROCESSING DIVISION, RADIO COR- 
PORATION OF AMERICA, CAMDEN 2, N. J. 


The Most Trusted Name 
in Electronics 





® RADIO CORPORATION OF AMERICA 


(Circle number 137 for more information) 


DECEMBER 1960 


83 














Government contracts 
continued from page 49 


costs and on how to present costs in 
the best possible manner. He also 
directed that this expert should 
help Termin’s supplier, Lowertier 
Co. 

“If Lowertier Co. cannot be per- 
suaded and assisted to submit its 
claim in time for inclusion in our 
claim to Prime Co.,” the president 
stated, “its claim should be added 
later. It must not delay our termina- 
tion claim.” 

He also stated that any parts 





which could be used for other work 
within a year should be excluded 
from the termination claim. Recov- 
ery of cost would be quicker, he 
reasoned, if the parts were used to 
reduce the cost of other orders. 


Outside help 

The treasurer found a contract 
expert, a man employed by a local 
electronics firm. 

With this Saturday consultant's 
help, the treasurer completed the 
claims for each cancelled order, to- 
gether with supporting inventory 
schedules and accounting informa- 








Which one cost 
half as much to label? 


The envelope that was labeled by the Cheshire Model E! 

That’s because the Model E applies up to 16,000 labels per hour. 
Compact... and easy to operate, too! Applies all types of labels 
(wide-strip, narrow-strip, continuous pack form, cut or indi- 
vidual labels). Just as efficient for small postcards and enve- 


lopes ... or middle-sized pamphlets and brochures .. 


. as for 


larger magazines, catalogs and quarterfold tabloids. 


fod = | 4) 114 = 
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descriptive brochure. 


The Cheshire Model E. 


Write for 





Dept. MM-12, 1644 Honore Street, Chicago 22, Illinois 
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tion. The claim came to $250,000. 

Since Lowertier Co. was unable 
to determine which parts it could 
use for other work, its claim was 
not included in Termin’s report. 
[On its claim, Termin designated 
its Settlement Proposal (form DD- 
540) as “interim.” } 

Also, Termin Co.’s sales manager 
submitted an “Application for Par- 
tial Payment” (form DD-548) to 
Prime Co. The Long Form was sub- 
mitted. If any claims had been for 
less than $2,500, a Short Form Set- 
tlement Proposal (DD-831) could 
have been used. 

Prime Co. reviewed the claims, 
asked a few questions and sent a 
man to examine the inventory. Fi- 
nally, after some prodding by Ter- 
min Co.'s sales manager, Prime Co. 
forwarded the claims to the Air 
Force. 


Altered claim 


About this time, Termin Co. re- 
ceived an order from another cus- 
tomer for products that could use 
some of the parts from the can- 
celled orders. 

The production manager wanted 
to use those parts for the new order, 
but the treasurer hesitated. He did 
not want to upset and delay the 
termination claim. However, his 
consultant pointed out that these us- 
able parts would be what the regu- 
lation defines as “common items.” If 
the government discovered that the 
parts could have been used, but 
were not used, their cost would be 
disallowed. 

Consequently, the parts were 
withdrawn from the original inven- 
tory listed in the first termination 
claim. As the claim was being re- 
vised, Lowertier Co.’s claim came 
in. It was reviewed, approved, and 
included in the new claim. The re- 
vised claim, marked “final,” was 

| Sent to Prime Co. 

l Next, the Air Force sent a man 
to examine the inventory. He found 
it to be as stated in the claim. After 
he left, an auditor arrived. The 
auditor spent several days checking 
overhead rates, general and admin- 

| istrative expense rates, spot check- 
| ing labor and material costs, re- 
| viewing methods of allocating costs, 
| and going over the accounting peri- 
| ods applicable to the case. 

| Upon completion of his investi- 
gation, the auditor had several ques- 

| tions. He quizzed the treasurer, who 
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was able to explain certain ques- 
tionable items to the 
satisfaction. Other items, mostly 
questions of accounting practice or 
specific borderline costs, were rec- 
ommended for disallowance. The 
treasurer had suspected that most 
of these would require discussion 
but had included them in the hope 
that some would be allowable. 


Payment of claim 


After the audit, Termin Co.'s 
sales manager pressed the Prime 
Co. for partial payment. Eventual- 
ly, he was able to obtain about 
$200,000 of the $250,000 claimed. 
This was, of course, a large percent- 
age of the cost incurred. It covered 
Termin Co.’s direct and _ indirect 
costs (the auditor’s disallowances 
had already been stricken from the 
claim) but did not include profits. 

Several months later, Termin Co. 
received a letter from Prime Co. 
listing the amounts the Air Force 
was willing to pay, based on the 
audit. Termin Co. had a few objec- 
tions. The treasurer was able to ne- 
gotiate minor improvements. The 
Air Force and Termin Co. then 
agreed on a final figure including a 
negotiated amount for profit. 

Another delay followed. Because 
of its size, the settlement had to be 
reviewed by the Air Force Settle- 
ment Review Board. When no ob- 
jections were found, a settlement 
agreement was executed by Termin 
Co. and Prime Co. and the balance 
of the agreed payment was turned 
over to Termin Co. 


Final cautions 


Experience reveals this one fact: 
terminations are almost inevitable 
in government work. For your own 
protection, plan now how to handle 
termination claims promptly, legal- 
ly and inexpensively. 

As in the case of Termin Co., 
each department has specific ac- 
tions to take if a cancellation should 
occur. If these procedures are set up 
now, they can be put into effect im- 
mediately in any crisis. 

The government is fair about ter- 
minations. You will be paid, eventu- 
ally, for provable and allowable 
costs, usually plus some profit. But 
don't forget that the government 
has no incentive to settle promptly. 
Every step you take to speed up the 
process will bring you closer to get- 
ting back working capital. & 
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If there’s money in your incoming 
mail, a MailOpener will help you get it to 


department. 


size office; or any size envelope. 


Pitney-Bowes, Inc. 


4559 Walnut Street, Stamford, Conn. 


... originator of the postage meter... 
139 offices in U.S. and Canada, 





finder. 
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the bank sooner. Earlier distribution of 
mail speeds paper processing in every 


@ A MailOpener snips a hairline edge off 
an envelope without cutting its contents 
—is far faster, easier, more efficient than 
opening letters by hand. Will handle 
envelopes of any size, weight or stock. 
Three models, hand or electric, for any 


e Ask the nearest Pitney-Bowes office to 
show you what a MailOpener can do for 
your office—no obligation. Or send for 
free illustrated booklet. 


FREE: Send for handy desk or wall chart of 
postal rates, with parcel post map and zone 





spacefinder “filing system 


*successfully saving time, space 





+. 
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and money in thousands of offices 
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Revolutionary new Spacefinder Filing System gives savings up to 50% in clerical 
time, floor space, and cost— while affording the same dust, dirt and fire protection 
as drawer files. Write for Planning Kit and Free Catalog. 











*Can you identify the six filing applications above? (1) Medical records files 
in an outstanding Pennsylvania hospital. (2) Blueprint files in engineering 
section of a leading manufacturer of data processing equipment. (3) Mort- 
gage loan files in a prominent Los Angeles savings and loan company. 
(4) Terminal digit filing in Auto Use Tax division of the Department of 
Motor Vehicles in a large Western state. (5) Saving space in the one-girl 


personnel office in a national airline regional 
office. (6) Beauty and orderliness in the home 
office of a major western insurance company. 


Free Planning Kit shows how Spacefinder Filing System can save time, 
space, and money in your office. Write to Free Planning Aids, Tab Prod- 
ucts Co., 995 Market Street, San Francisco 3. 
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file-folder labels 


save secretarys time-- 
save boss's money! 





Office studies prove AVERY 
self-adhesive File-Folder LABELS can defi- 
nitely save you time and save your boss money. 

Little wonder — they give quick, positive 
identification to all file folders ...and they're 
a breeze to apply! Best of all they need no 
moistening — no messy mucilage to lick. Just 
stick "em on... and they 
stay on... neatly, firmly. 





Available in a 
bouquet of ten 
fresh colors, 

plus white — for 
bright, efficient 
color coding... 
in sheets of 8 
labels each with 
guide lines for 
uniform typing 
... and the last 
label won't slip 
in the typewriter 
because of the 
extended backing 





1 Sy 
1 AVERY LABEL COMPANY, Div. 150 
' 417 Liberty St., New York 6 © 608 S. Dearborn St., 
‘ Chicago 5 © 1616 S. California Ave., Monrovia, 
sheet! | California © Offices in Other Principal Cities. 
1 
! 
i 
1 


WRITE TODAY for Please send me samples of Avery file folder Labels. 


your FREE samples 
of AVERY file folder 


My Name Position 
LABELS... 

Company. 

see ‘em, try ’em : 

buy ’em at your ; » Address 

stationery dealer! | City State 
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From any Point of View... it’s 


BENTSON 


OFFICE FURNITURE 


Office furniture dealers don’t normally hang by 
their heels to inspect our equipment . . . but if they 
can stand it, we can! Because Bentson looks good 
from any point of view (and especially, the deal- 
er’s). It’s sharp, clean lines are his assurance that 
here is a desk that sells on sight. It’s rugged brac- 
ing “down under” is the customer’s guarantee of a 
lifetime of trouble-free service. No need to hang 
from the rafters: our complete line catalogue is 
your’s for the asking! 


Expanding dealer 
program may have 
an opening for you. | 
It's worth checking— © 


BENTSON MFG. CO. 


657 Highland Avenue @ 


TWinoaks 7-9237 
(Circle number 101 for more information) 


Aurora, ill. 
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AL AYS Acoustically efficient . . . there’s 


Tatts SpE i} IiG'T IF no noise in . . . no conversation 
vy ni } ER UIE} out... in the Burgess-Manning 

: - “Hear-Here”’ Acousti-Booth, re- 

IN gardless of all noise around you. 


Easily installed — no maintenance 

... air is always fresh, no corners 

B R ESS ~ to sweep, no glass to break, no 
PHONE BOOTH! 


hinges to stick. 
Compactly designed, in silver gray 
New Triangular Design 
for Space-Saving 


hammer finish, Burgess-Manning 
Wall Model 45 “Hear-Here’’ Acous- 
tl-Booth has “‘theft-proof’’ phone 
mounting. Easy, quick booth mount- 
ing with side or back brackets. 
Multi-Booth Installation 









= holf circle 
against wall 


backs against 
wall 





sides against 
wall 


Send for Bulletin 
No. A-142-4U 
for full details of 
Model 45 ‘‘Hear- 
Here” Acousti-Booth. 
Other models also 
available. 





Architectural Products Division 
749 East Park, Libertyville, Ill. 








(Circle number 103 for more information) 





IN MOTION 


. HOLDING 
ia eiis 
ON DOCK 
LOADING 
COSTS 





Down goes a Magliner, down go costs! .:. . and they stay down 
with Magliner Magnesium Dock Boards on the job! Magnesium 
light for one man handling . . . magnesium strong for rugged 
service ... Magline-designed to keep loads in motion. . . safely, 
smoothly, economically! Send today for your copy of “‘Difficult 
Dock Problems’—the bulletin that helps you spot and correct 
high-cost dock loading problems. 


Request Bulletin DB-204. Magline Inc. P. O. Box 412, Pinconning, Mich. 


MAGLINER 
MAGNESIUM DOCK BOARDS 


(Circle number 120 for more information) 
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For more information on any advertisement or keyed editorial 
item, fill out the card below, circle the appropriate key num- 
ber, detach, and mail. We pay the postage. 


DECEMBER—FREE READER SERVICE CARD 


100 107 102 103 104 #105 106 107 108 109 110 
re Ove «OCU CUTS CONS OTITIS «=O COC 
124 125 126 127 #128 #129 «©1130 #131 «#132 133 «134 
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Please do not use this card after February 28, 1961. 


Company 


Address 


Number of employees in your firm (150-99; [ 100-149; [ 1150-249; 
[ 1250-499; [ |500-749; [ 1750-999; [ |1,000-2,499; [_JOVER 5,000 


Type of business 


[-] Send Management Methods for one year at $5.00 


[_] Billme [(_] Bill my company 
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ADDING 


EFFICIENCY 





Backed by more than 26 years of expe- 
i -lalot—MlaMol-\ lle} olialems | *r- 111) molgelel lon c-iie) ahaal-) 
Data Processing industry, Wright Panels are 
Valo} dal-lamlasl ololac-taha-ColelhdiolaM col dal-ml-lgel-t-jar-lale, 
most complete line of Data Processing Ac- 
ott -t Tol a’am te lll olaal-lehat-W2-Uit-toll-micolel- We 


Ab a'Aaile ah at et - Cali Meta -Maal- lal Oh e-Condll ato Mh coll) ¢- (ote 
ing 1.B.M. standards. Panel sections are 
clearly printed in white, and frames are new, 
‘aleolataeli-(s ume lollcMmm-lalelei>4-loMm- lll laalialllasPt-jagelale] 
but light in weight. 

Available throughout the United States 
with same day shipment. Write today for 
fofoyaalol(-1¢-mlahiolgasl-tdlolaM-lale Mali, aa loh mmole lol-t-meola 
Wright Panels. 


right PANEL 





but why guess when you can be sure...faster... 
with the remarkable mobile EXECUTIVE 


So stop wading through unrelated material, costly, time- 


Mistakes can be costly. That’s why executives who can’t 
afford to be wrong depend on the Remington Rand Exec- 
utive Kardex for correct on-the-spot information. 

With the Executive Kardex, you just roll the facts you 
need to wherever you are. In the conference room... at 


in the office. 


the plant ae. 4 


It quickly cues you on up-to-date information with col- 


ored margina signals ; gives whole histories at a glance. 


consuming reports. Get the facts vou need on inventory, 


sales, personnel, ledger, production and credit... on the 
spot with the Remington Rand Executive Kardex. It pays 
to be right — right where you are! 


All Remington Rand Equipment also available on long or short term lease plan. 


Kemington_ Fland Systems 


DIVISION OF SPERRY RAND CORPORATION 
jaa EAST 4eand STREET, NEW VYORK 17, N. Ys 


(Circle number 135 for more informaiion) 





